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Creating a PDF Document

There are two primary methods for creating PDF documents: formatting text
documents into PDF at the time of creation or scanning imaged documents from
paper into PDF. Of these two methods, formatting at the time of creation is
preferable. This method reduces the amount of labor involved, requires less storage
space, and allows for text search capability.

When Adobe Acrobat is installed on your system, the PDF Writer installs a printer
driver. Therefore, when text document is converted to PDF format it is done similarly
to printing the document. Users will often refer to PDF creation as “printing the
document in PDF.”

The PDF Writer is the recommended tool for creating PDF documents from word
processing programs. Adobe Acrobat also contains a tool called the Acrobat
Distiller. The Acrobat Distiller gives more precise control for documents containing
graphics or embedded images.

The PDF Writer is the more basic of the two and works well for simple text
documents. The PDF Writer works well for court documents which rarely contain
graphics.

USBC - Southern District of Ohio September 21, 2003
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Creating PDF Files from Word Processors

Converting a word processed document to a PDF file is as simple as printing it to
a standard printer if you have Adobe Acrobat installed on your computer. Once you
have completed the word processed document or have opened a saved word
processed file, you proceed as follows:

ﬁ FIEN Edit  View Insert Formak  Tools

L 2 Select File > Print, Figure 1. Oy Mew _ Cerl+hd
= Mews From Projeck...  Cerl+Shift+r
Tirn Open. .. Chrl+0
Close Chrl+F4
— Save Chrl+35
Save As,.. F3
L 2 Choose Acrobat PDF Writer from the Name Properties...
. . . . Version Control 4
menu in the printer selection box, Figure 2, Doturment N
and click [Print].
Page Setup...

Prink. ..
Prink Preview

Printing Info Online

Print to Acrobat PDFWriter (LPT1:) 2] inernet Publsher...
DS o Trel,..

Publish ko POF. ..

Mew XML Document, ..

Print ‘Delails] Multiple Pages] Eustnmize] Two-5ided Printingl

Current printer: Send To F
Acrobat PDFwrniter Froperties M Training Modules, wpd !
) . FDF Training.wpd i
Prink Copies k R Deputies List.wpd
(" Full document Nurber of copiss; |1 BPR. Meeting June S minutes, wpd ]

{*) Cunent page

" Multiple pages v . I Ijzl
{" Prirt pages : : I 'H

Edit Participants.wpd
Letterhead.wpd
menu_credclm, wpd

1

2

3

4

5 BPR Meeting June 21.wpd
&

7

5]

9 Chapter 29,wpd

Exit Ale+F4

Figure 1

Document on digk,

Close Settings Statug Help

Figure 2
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2 In the Save PDF File As dialog box, Figure 3, choose the location to save the
PDF document/file. Enter a file name for your document/file and verify that
the “Save as type” contains the extension for PDF files (*.PDF). Click [Save].

Save in: | i3 PDF Files

'@.ﬁ.dv Closings.pdf
'@.ﬁ.nnual Repart 2000, pdf
TBanCAPSplt. pdf
TIRS Letterz pdf

TIRS Letter.pdf

T oHsE_LBR_2002.pdf

~| & & cr B

IEF‘rtq:n:lsed LER. Mokice,pdf
'@Published Motice . pdf
'@Standards—[)ucketing Sequence.pdf
'@Standards—StatisticaI.de

T web Site Staks.pdf

File name: |F'DF Training, pdf

Save

Save as hype: | FDF files [*.PDF)

Edit Document |nfo.

ﬂ Cancel

[ Wiew PDF File

Figure 3

L 4 Your word processed document has now been saved as a PDF
document/file.

USBC - Southern District of Ohio
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Scanning Paper Documents into PDF

For those documents that must be imaged, the preferred method is to scan the
document directly into PDF format using Adobe Acrobat. Scanning to a format other
than PDF adds both delay and labor. It requires not only the document to be
scanned but also to be converted into PDF format after scanning. The process for
scanning a document directly into PDF format is as follows:

4 Launch Adobe Acrobat. This may be done by clicking on the Adobe Acrobat
icon or by clicking on Start > Programs > Adobe Acrobat.

L 4 Select File > Import > Scan, Figure 4.

22 Adobe Acrobat

N Edit Document Tools Wiew Window Help

Qpern... Chrl4+0 % | S oo
Open Web Page. .. Chrl+-3hift+0

Open as Adobe PDF.., Ul tl: E& T s

Expork 3

Form Data...
Document Properties 3
Batch Processing »

1 Ci\Program Files\adobe. . \Acrohelp. pdf

Z HL L ASplik Case Event, pdf

3 CADOCUME~1YSTEPHENM. . \xts9dnfu, pdf
4 CADOCIUME1Y, . \Split Case Event,pdf

5 CADOCUME~1Y, . \Wisio-Bifurcation. pdf

& CADOCUME~1'stepheni,. ..\~ 7456393, pdF
7 H:\,. . \Wwisio-Bifurcation, pdf

8 H: L Wisio-Clerks Default Orders. pdf

Exit Chrl+Q

Figure 4
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L 4 An Acrobat Scan Plug-in dialog box will appear, Figure 5. Verify the correct
scanning device and format; then click [Scan].

Acrobat Scan Plug-in

Scanner

Format  |Single-sided

Destination

* Open Mew PDF Document
~

Scan | Zancel

Figure 5

4 A scan dialog box will appear, Figure 6. Select the appropriate setting for the
document you are scanning. Almost always, the document should be
scanned in black and white, so that the file size will be as small as possible.
However, there are some documents (those with shaded boxes, for example)
that may need grayscale instead. Click [Scan].

= Scan using Hewlett-Packard ScanJet 6100C or 4c/3c

What do you wantto scan? | [ |

Select an option below for the tupe of picture pou
want ko scan.

(%) Color picture

) Grapscale picture

(O Black and white picture or text
() Custom Settings

fou can also;

Adjust the guality of the scanned picture

Figure 6

Note: Scan dialog boxes will vary depending on printer brands and/or models.
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L 4 Another Acrobat Scan Plug-in dialog box will appear, Figure 7. If multiple
pages are being scanned, remove the previously scanned page from your
scanner and insert the next page to be scanned; click [Next]. Once you have
scanned all pages, click [Done].

Acrobat Scan Plug-in E|

Mext Page

{* Fraonk of sheek 2

Mexk |

Figure 7

L 4 Once you have clicked the [Done] button, Adobe will open up your scanned
document. The document can now be saved as a PDF file by selecting File
> Save/Save As.

L 4 In the Save PDF File As dialog box, Figure 8, choose the location to save the
PDF document/file. Enter a file name for your document/file and verify that
the “Save as type” contains the extension for PDF files (*.PDF). Click [Save].

Save PDF File As RIX

Save ire | () FOF Files v 5k E-
'@.ﬁ.dv Closings. pdf '@Proposed LER. Motice, pdf
'@F\nnual Report 2000, pdf IEF‘uinshEd Motice. pdf
'@BF\NCAPSpIit.de '@Standards—Dock&ting Sequence.pdf
TIRS Letterz, pdf T Standards-Statistical, pdf
TR Letter pdf T web Site Stats.pd

T oHse_LBR_200z pdf

File name: |F'DF Training. pdf
Sawve az type: |PDF files [*.PDF] ﬂ Cancel
Edit Document Info. [~ ‘“iew PDF File
Figure 8
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Accessing
CM/ECF

The CM/ECF system is a web based software program. At this time Netscape Navigator
4.7 (or earlier versions) web browser has been tested and recommended for use with
this program.” CM/ECF court users process cases through the federal courts’ restricted
intranet while attorneys and other public users will submit pleadings and view case data
from the internet. Both court and external users have different levels of access to
screens via menu selections and functionality as determined by their needs.

STEP 1 To access the court web site, open Netscape Navigator and enter
the URL (address) of the court’s computer in the browser’s
Location field. (See Figure 1.) Familiarity with browser navigation
and functionality is recommended for successful and efficient use
of this system.

ﬂfr Showlndex - Hetscape

File Edit Yiew Go Communicator Help

v« 2 3 4 o 6w I & G @

Back  Foward  Reload  Home  Seach  Metscape  Pint Secunty  Shop Sto

w&' Bookmarks 4 Location:Ihttp:fﬂstudenﬂ.aotx.uscourts.govf j
118D Home [{D1aa this to creale a ik to this pagelpiemen [5] CM/ECF Develope |5 CM/ECF Barkupt [5) TTSD Stan
Figure 1
NOTE: For quick access to this site in the future, set a bookmark or create a

button on your navigation bar, (See Figure1.)

The Back button on your Netscape navigation bar can be used to back up
in case processing or queries at any time. <

Back

You will find that the Back button and the Forward button will allow you
added flexibility in case processing. s

Farward

1Users will be notified when Internet Explorer and more recent versions of Netscape can successfully be used for
CM/ECF.
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STEP 2

STEP 3

The CM/ECF CERTIFICATE NAME CHECK screen may display
next. You may see a series of security screens similar to this.

Certificate Mame Check - Met=scape

does not contain the correct site name. It is possible, though unlikely, that
someone may be trying to intercept your communication with this site. If wou
connecting with, please cancel the connection and notify the site
administratar.

% Certificate Name Check
The certificate that the site 'txwb-test-dcn.teo.uscourts.gov' has presented
suspect the certificate shown below does not belong to the site you are
=

Here is the Certificate that is being presented:

Certificate for: Administrative Office of the United States
Signed by: Courts
Encryption: RSA Data Security, Inc.

Exzport Grade (RC4-Export with 40-hit
secrat key) _ more info... |

Figure 2

Click [Continue] and read the security information until the
[Finish] button appears.

Logins and Passwords

Internet users (attorneys, trustees and, in some courts, certain
creditors) will use two sets of logins and passwords; one for
CM/ECEF filing and the other for Public Access to Electronic
Records (PACER) access for queries and reports. Registered
Internet users will see a login screen as pictured below. (See
Figure 3a.)

ECF/PACER Login

MNotice

This is a Restricted Web Site for Official Court Business only. Unauthotized entry is prohibited and subject to
prosecution undet Title 18 of the U5, Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If vou do not need filing capabilities, enter
wour PACER login and password. If you do not have a PACER login, contact the PACER Bervice Centerto
establish an account. ¥ou may register online at http:ffpacerpsc.uscourts gov or call the PACER Service Center
at (800N 676-6236 ot (2100 301-6440

An access fee of $.07 per page, as approved by the Judicial Conference of the United States at its September
1992 zession, will be assessed for access to this service. All inguiries will be charged to your PACER login that
iz kept on file. If you do not need filing capabilities, enter your PACER login and password. The Clent code is

provided to the PACER user as a means of tracking transactions by client. This code can be up to thirty two
alphatmametic characters long,

Authentication

Login I
Password: I

client code: |

Login Clear

CMIECE has been tested and warks corvectly with Netscape 4.6x, Netscape 4.7x and Internet Explorer 5.5

Figure 3a

Participants will initially enter their CM/ECF login and password which has been issued

USBC - Southern District of Ohio
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by the court on this screen. This login and password allows electronic filing of
documents, not access to reports or queries.

Most courts consider the registered user’s login and password the electronic equivalent
of their signature. This concept is generally incorporated into the court’s General Order
on Electronic Filing or by Local rule.

Your Login and Password fields are case sensitive. A login of thomask should not be
entered as ThomasK or THOMASK. The password cannot exceed 8 characters and
should not include special characters (%,#,$,%).

The client code field is optional and is used for PACER users to associate this activity
to specific customers.

If an error is made entering login and password information before submitting the
screen, clicking on the [Clear] button will delete the data and allow you to reenter
information.

This login screen will subsequently appear when web users select any report or query
selection from a CM/ECF menu. The PACER program charges 7¢ per page. _After
running a report or query, a PACER summary of pages and costs will appear at the end.
A user will be advised of how many pages have been selected before accepting the
information and/or charges for pdf documents only.

PACER information and registration is available at http://pacer.psc.uscourts.gov/

The PACER Service Center bills users only when annual usage exceeds $9.99, e.g., If
on December 31, a participant owes $9.56, no bill will be issued for that year and a new
billing cycle will begin January 1 of the next year. Copies of case files are still available
at the court for $.50 per page.

All users are personally responsible for activity with their logins. Participants can also be
given access to maintain their login and password, address and e-mail preferences.

The PACER site also offers free Internet access to a series of CM/ECF tutorials for
attorneys and other web users through a series of Computer Based Training (CBT)
modules. No login or password or charge is required for this feature. The lessons can be
done at your PC in individual modules at the convenience of the student. Screens
replicate the CM/ECF environment and are interactive.

Access to this resource is available at http://www.pacer.psc.uscourts.gov/ecfcbt/.

The court user CM/ECF login screen is pictured in Figure 3b.

USBC - Southern District of Ohio August 28, 2002
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CM/ECF Login

Motice

This is a Resiricted Web Site for Official Court Business only. Unauthorized eniry is prohibited and subject to
prosecution under Title 18 of the .3 Code. Al activities and access attempts are logged

Authentication

Login: |\

Password: I
Login | Clear

CMECFE has beer tested and works carrectly with Neiscape 4.6x, Netscape 4.7x and Internet Explarer 5.5

Figure 3b

STEP 4 The CM/ECF MAIN MENU screen is pictured in Figure 4.

EE F Bankruptcy + Adversary + Query + Reports -+ Utllities -+ Logout

U.S. Bankruptcy Court
Systems Deployment and Support Division

Official Court Electronic Document Filing System

Figure 4

Access to the various modules are provided by the blue Main Menu Bar at the top of the
screen. Each selection is a hyperlink to another set of options or hyperlinks allowing

participants to file documents, query, view or print a docket sheet, generate reports or
maintain the system.

This menu is also used to exit the system. The preferred method to exit CM/ECF is to
click the Logout hypertext link on the CM/ECF Main Menu Bar.

USBC - Southern District of Ohio August 28, 2002
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Public Access

Bankruptcy case information on CM/ECF is available to the public through
participating court Internet sites. For instance, the bankruptcy court in the
Eastern District of Virginia can be accessed by typing this URL,
www.vaeb.uscourts.gov, in the Location Box of your browser. A PACER login is
universal and may be used at multiple courts for access to reports and queries.

Inquiries can be made through Public Case Query which provides search
capabilities by case number or name. (See Figure 5.)

=
EEC F Query + Reports + Utilities + Logout ?
Query

Search Clues

Casobumber | | (Example: 99-80013)

Last Mame l— (Examples: Desoto, Des™)

First Name l— Middle Name li
SN [ Tax ID [

Type 'I
Run Query | C\earl
Figure 5

PACER gives participants access to a CM/ECF court calendar, a cases report,
claims register, creditor matrix and case docket sheets. This information is
current and is updated with activity in real time.

CM/ECF registered users can subscribe to electronic notification of any filing on
any case within the district. These notices are received through the participants
e-mail program. Notices can be monitored throughout the day or by requesting a
daily summary of activity of all the cases they have signed up for. Every user can
access a copy of the PDF document that has been filed once without charge. It
is advisable to save or print this file. Subsequent requests through the
document’s hyperlink will produce the standard PACER login screen and the
user will be charged the appropriate amount per page.

USBC - Southern District of Ohio August 28, 2002



CM/ECF Attorney/Trustee

User Maintenance - Page 1

CM/ECF

Maintain User Accounts

For Trustees and Attorneys

All CM/ECF users will be issued an account with a user login and password. The
CM/ECEF login provides registered users the ability to submit pleadings electronically to
the court. Public users (attorneys, trustees, and creditors) must also log into PACER to
inquire on cases or look at reports. Existing PACER logins and passwords will be

accepted.

Non-court users can access their own account information through the Maintain Your
ECF Account menu. Using this option, participants can update their name, mailing and
E-mail addresses, phone and fax numbers, and password. Users can therefore control
the accuracy of their own information in a timely manner.

This module explains

L 2R B 2 2

how attorneys and trustees can update:

user name, address and other party data
E-mail information

electronic noticing preferences

user login and passwords.

This module will assume that the internet user has accessed the
court’s web site with their court assigned CM/ECF login and password.

STEP 1

After clicking on Utilities on the CM/ECF Main Menu bar, select
Maintain Your ECF Account, which is found under the Your

Account sub-menu. (See Figure 1.) Your UTILITIES screen may vary
from the one displayed in this example.

.
Bankruptcy « Adversary + Query + Reports «+ Utilities « Logout ?

Your Account
Maintain Tour ECF Account
Wiew Your Transaction Log

Miscellaneous

Iailings. .

Werify a Document

Figure 1
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STEP 2

Your user account screen will appear displaying your current account

information. (See Figure 2.)

EECF Bankruptcy Adversary + Query + Reports -« Utilities + Logout
[Maintain User Account
Lastname [Wilson First name ID.L.—
Middle name I— Generation l—
Title I— Type aty
Office [Wilsom, Wilson & Assoc.
Address 1 [6550 IE 10 Uest
Address 2 [Fu 6
Address 3 |
City [sam antonio State [1x | Zip [8230 |
Country I— County I—LI
Phone [z10-555-1235 Fax [z10-555-3521 |
ssw [ Taxtd [ |
BarId 1232546 Bar status Active Mail group
Initials dlw DOB AQO code End date
Email informatiar... | Mare user infarmation. .. |
Submit | Clear |
Figure 2

Update your personal information on this screen. When it is
correct, click [Submit] to save the changes. If the [Submit] button
is not used, the record will not be modified.

The [Email information...] and [More user information] buttons
provide further screens to modify your user profile. The following
pages will explain these features in more detail.

USBC - Southern District of Ohio
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STEP 3

The E-MAIL INFORMATION screen presents options for control of
your electronic notification on each court's CM/ECF system. (See
Figure 3.)

= C =
UE F Bankruptcy +  Adversary + Query + Reports + Utilities + Logout ?

[E-mail information for D.L. Wilson

Primary e-mail address [pLyilzondlavtirm. net =

1] »
Send the notices specified below
M to my primary e-mail address
=l
[T to these additional addresses =
Kl ;l_l

[¥ Send notices in cases in which I am involved

[C Send notices in these additional cases =

=
% Send a notice for each filing
¢ Send a Daily Summary Report

. @ html format for Netscape or ISP e-mail service
Format notices

" text format for ce:Mail, GroupWise, other e-mail service

Return to Account screen Clear

Figure 3

You can request e-mail copies of notification on all cases to which
you are a party or only on specific cases. You can receive e-mail
activity throughout the day or a daily summary of all noticing
activity. “All activity” includes notification of claims as well as
other entries to a case.

Each e-mail will include the case number and name of the docket
entry in the subject line of the mail message.

Each section on the E-MAIL INFORMATION screen is explained
below:

Primary E-mail address. This address must be formatted to
Internet protocol or an error will be generated. It may be prudent
to establish a separate E-mail account for CM/ECF activity from
your routine E-mail correspondence.

USBC - Southern District of Ohio
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¢

NOTE:

Send the notices specified below...

O

to my primary E-mail address
To activate CM/ECF notification you must first check the
box next to your E-mail address.

to these additional addresses

You may have notices sent to other E-mail addresses
besides your primary E-mail address. (Paralegals or
chambers staff may want to share this notification activity.)
When entering multiple E-mail addresses, separate each
address with a semi-colon.

Send notices in cases in which | am involved

Checking this box will automatically inform the user when
any filing has been submitted in a case where this person
is a participant. Chapter 7 panel trustees and offices of the
U.S. Trustee may find this advantageous for new filings as
well as routine case activity.

Send notices to these additional cases

You do not have to be a participant in a case to receive
notification of activity. Trustees and attorneys can elect to
be notified of activity in cases in which they have an
interest but are not parties to the case. Court and
chambers staff can monitor cases through this process
also. It is possible to select both options.

This list is maintained by each user. As you are involved in
more cases or as cases close, you must update this screen.

Send a notice for each filing.

Checking this box means you will receive E-mail notices when
activity occurs throughout the day to the account(s) specified
above. The title of the E-mail will describe the type of filing and the
case number.

Send a Daily Summary Report

A comprehensive list of one day’s activity can be sent once a day.
Notifications for claims will also be included in this mail list. (See
Figure 3a.)

USBC - Southern District of Ohio
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A Summary report includes the case numbers and titles of cases in which
activity occurred for that day. The text of the Summary E-mail notification
will display the docket event and the document number (including the
hyperlink).

NOTE: You cannot elect to receive both separate notices and the
summary report.

IBruceWiIIiams 11/26/2001 8511  Summary of ECF Activity I

99-11228-Img Michael Holdman and Wendall Holdman Notice of Appearance 5
5-01-50021-lmc John Aadams and Mary Aadams Proof of Claim Filed 1
5-01-50021-lmc John Aadams and Mary Aadams Proof of Claim Filed 2

Figure 3a

¢ Format notices
Enter the E-mail delivery method. This selection will be
determined by your E-mail type.

O html format for Netscape or ISP E-mail servicer
The html format will include hyperlinks to the document or
claim. (See Figure 3b.)

Motice of Electrome Filing

The following transaction was recetved from Clarence I Lengsdale entered on 9/5/2002
at 9:40 AW CDT and filed on 9/5/2002 CDT

Case Name: Dale I Danmels
Case Numbher: 95-1000%
Document Number: 14

Docket Text:
Cbjection to Claim Filed by Debtor Dale T Dannels . (Wilson, Joe)

Figure 3b
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O text format for cc:Mail, GroupWise, other E-mail
service
Text format will feature the URL of the PDF document
which can be copied and pasted into the location bar of

your browser. Figure 3c shows an example of a text
formatted notice.

Notice of Electronic Filing
The following transaction was received from Abraham P. Bellows on 1/23/2001 at 3 :51 PM CST

Case Name: William Wonka

Case Number: 97-13259 https://bkecf-train.aottsd.uscourts.gov/cgi-bin/DktRpt.pl? 252
Document Number: 2

Copy the URL address on the line below into the location bar of your Web browserto view the
document: https://bkecf-train.aottsd.uscourts.gov/cgi-bin/show_case doc?2,252,,169281,

Figure 3c

¢ When you have entered your E-mail preferences, click on
[Return to Account screen].

¢ Click on [Submit] to save the changes.

STEP 4 The SELECT THE CASES TO BE UPDATED screen will then appear for the user to
select the effected cases. (See Figure 4.)

z —.
UE F Bankruptcy +« Adversary + Query + Reports .« Utilities + Logout ?

Searching for existing Attorney Records
Select the cases to he updated

CATFTION: if you modified name, SSN, Tax ID, or Bar ID on the previous screen, the new values will be recorded for

VALL cases to vihich the person iz Enked. Modifications of other items will be recorded ONLY for those cases you select
eiow. Click the guestion mark on the menu har abave for more information.

= Update Al =™
199910436 Travis Houston
1893-11223 Pinzy Wilson
1989-11225 Michael Holdman and Yendall Holdman
1989-11228 Michael Holdman and YWendall Holdman
2000-10003 Watson Parker

2001-10002 Sue Smith

2001-10011 Tools "R" Us

2001-10015 Karen Houghston

2002-10070 Walter J. Daniels =l

Submit Clear |

Figure 4
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NOTE: Modifications to NAME, SSN, TAX ID, or BAR ID will automatically update ALL
cases.

¢ Select desired cases and then click [Submit].

The screen in Figure 4a is used to confirm the information which
has been submitted. If you checked any of the boxes for sending
notices for each filing, or sending a Summary report, this screen
will indicate the option is turned “on”.

=
EE F Bankruptcy - Adversary - Query -« Reports -« Utilities -+ Logout o_

[Updating persen record..
[Tpdate Person Prid: 333454

[The update was successful.. . prid 333454 - D L. Wilson
[The update was successful

et up autematic e-mail notification complete for D L. Wilson

end Metification in all cases for which you represent a party = on
end Motification to primary e-mail address = on

| Zase hst

Po-11223 Pinzy Wilson

59-11225 Tirmothy Tisdale and Barbara Tizdale

E-mail notice of electrondc filings for selected cases= on
utnmary e-mail = off’

Primary e-mail Address: DLWilson@lawfirm net

|4 dditional e-mail Address:

Figure 4a

Any additional case numbers (and hyperlinks) will be displayed
under the Case list: heading. If invalid case numbers were
entered, you will receive an error message after submitting the
data and be given the chance to back up and enter a valid
number.

STEP 5 If you click on More user information from your account screen,
your login and password information will be displayed
(See Figure 5.)

EE F Bankruptcy + Adwersary + Query + Reports -« Utilities « Logout
[lore User Information for D.L. Wilson

Login Iwilsandl Lastlogm 09-05-2002 13:1%
Password |rrrrsvrrass Cwrrent login  09-05-2002 13:19
Prid 333454 Create date 06/04/2001
Registered T Update date 1171572001
Internet Credit Card
Groups Attorney
Return to Account screen | Clear |
Figure 5
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¢ You can change your own login and/or password here.
Remember:

* Logins and passwords are case sensitive.

* These are alphanumeric fields

+ Passwords have a maximum of 8 characters

*  When you enter a new password it is displayed on the screen.
Your subsequent queries to this screen will show only
asterisks.
(No one will be able to tell you what your password is. Contact
the court if you forget your password.)

¢ When you have entered the information as desired, click on
[Return to Account screen].

STEP 6 Your user account screen will appear again (See Figure 6.)

EE F Bankruptcy » Adversary -+ Query -+ Reports -« Utilites - Logout

[hlaintain User Account

Last name [7ilson First name ID.L.
Middle name I Generation I
Title I Type aty

Office Ilﬂllsnn, Wilson & Lssoc.

Address 1 [5550 IH 10 west

Address 2 |PH [
Address3 |

City [san antonis State I? Fip IF
Comay [ Comty [
Phone [z10-555-1235 Fax [ero-sss—sszz |
ssw [ Tax1d [ |
BarId 1232544 Bar status Active Ivlail group
Initials diw DOB AQ code End date
Email information... | More user information...
Subrit | Cleer |
Figure 6
¢ When all of your account information is correct, click [Submit] to

finish processing.

USBC - Southern District of Ohio September 5, 2002



CM/ECF Attorney/Trustee User Maintenance - Page 9

STEP 7 A list of the cases you are associated with will then appear
(See Figure 7.)

Searching for existing Attorney Records
Select the cases to be updated

CALITION: [f vou modified name, SSN, Tax ID, or Bar [D on the previous screen, the new vaiues will be recorded jor
|ALL cases ta which the persan is linked. Madifications of other items will be recarded ONLY far those cases you select
e, Click the question mark on the menu bar above for more information.

= |Indate Al 7
1989-10436 Travis Houston
1999-11223 Pinzy Wilson
1993-11228 Michael Holdman and YWendall Holdman
1993-11228 Michael Holdman and YWendall Holdman
2000-10003 Watson Parker

2001-10002 Sue Smith

2001-10011 Tools "R* Us

2001-10015 Karen Houghston

2002-10070 YWalter J. Daniels x|

Submit Clear

Figure 7

¢ If you want this new information to apply to all of the cases, click
on [***Update All***] at the top of the list. To change information
only on certain cases, hold down the [Control] key after selecting

the first case number and click on the others, one at a time, to
highlight them.

¢ When you have all of the desired cases or [ **Update All***]
highlighted, click [Submit] to apply the new information.

¢ The system will update the records and inform you that they were

updated. You can then click on another selection in the CM/ECF
Main Menu Bar.

NOTE: Modifications to NAME, SSN, TAX ID, or BAR ID will automatically update
ALL cases.

USBC - Southern District of Ohio September 5, 2002
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USER TRANSACTION LOG

All docketing activity is recorded through each user’s User Transaction Log. This
feature is found under Utilities on the CM/ECF Main Menu Bar. Information on this log
can be selected by date range. A typical excerpt from a transaction log is displayed
below. (See Figure 8.)

EE F Bankruptcy + Adversary + Query + Reports -« Utilities + Logout

Transaction Log

Report Period: 08/28/2000 - 09/05/2002

| Id | Date Case Number Text
First Meeting of Creditors with 341{a) meeting to be held on

0 08/22/2002 09:23:54 ||1-02-bk-10070 09/20/2002 at 01:30 PI at Foom 101 T3, Trustee's Office.
Chjections for Discharge due by 111972002, (Wilson, DL

lsssz || o6i04r2001 10:33:48 [01-10002 [Opened New BE Case 01-10002

(7508 || 08i02/2001 09:55:35 [01-10015 [Opened New BE Case 01-10015

er. ) Motion to Avoid Lien with Landry Restaurant Supply Filed by
7514 08/02/2001 0%:56:38 |01-10015 R aren Houghston (Wilson, D.)
2524 08/02/2001 10:08-14 101-10015 Stipulation By Karen Houghston and Between Landry Bestaurant

Supply filed by Earen Houghston, (Wilzon, DY
Motion to Withdraw as Attorney Filed by Karen Houghston.

7526 08/02/2001 10:11:46 |01-10015

(Wilson, D)
[11638 || 08i02/2002 16:38:07 [02-40006 [Opened New BE Case 02-40006
[12185 || 08/20/2002 15:21:40 [02-10070 [Opened New BE Case 02-10070

Application to Pay Filing Fee i Instaliments Filed by Debtor
“Walter T Darels (Wilson, DL

12342 08/22/2002 10:1%:13 |1-02-bk-10070

Figure 8

This record may be useful in researching case filings. Dates, case numbers, times and
document type are tracked.

Your transaction activity is not accessible to other users besides yourself except for
court systems staff.
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Bankruptcy Case Opening

For Attorneys

This process shows the steps and screens required for attorneys to open a bankruptcy
case on CM/ECF. The case is a chapter 7, no asset, individual consumer.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the
other for PACER access to queries and reports.

This module will assume that the internet user has accessed the

court’s web site with their court assigned CM/ECF login and password.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

EECF Bankruptcy + Adversary + Query + Reports -« Utilities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2)

-

Bankruptcy Events

i
F Bankruptcy  »  Adversary + Query + Reports .« Utilities + Logout ?
=

AnswerResponse
Appeal

Claim Actions
Iotions/Applications
Notices

Open BE Case

Open Involuntary Case
Other

Plan

File Claims
Creditor Mantenance...
TudeeTrustee Assignment

Figure 2

NOTE: Because of differences between courts, your actual menu options
may vary from this list.

USBC - Southern District of Ohio August 20, 2002
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STEP 3

For further information on each of these categories, click the
HELP icon on the CM/ECF Main Menu Bar (the question mark,
pictured below). That will bring up a help screen. (See Figure 2a.)

ontext Help - Netscape

File Claims File a claim in a bankrptcy case.

|Motionszpp]ications |Pile a motion or application to a banlouptey case.

File the same document to many unrelated cases at the same time
(the user must make sure that there 15 no case-specific information in
this document). (See also Batch Filings.)

Multi-Case Docketing

|Notices |Pile a notice to a bankruptey case.

|Open aBE Caze |Open.l"Reopen a Banloruptey Case.

|Orders.|’Opi.nions |Pile an order or an opition to a bankruptcy case.

|Other |lee a miscellaneous document to a bankruptcy case.
|P1an |Pile aplan (e.g., Chapter 11 Plan) to a bankruptcy case.

|TrusteerS Trustee |Pile a document related to the chapter trustee or the 1.3 Trustee.

Allows the chapter 7 trustee to specify the action to be docketed for
each 341 meeting on a given date.

Trustee's 341 Filings

Updated 023000 (BankrupteyEents htr)

close | b

Figure 2a

This screen gives you more information about the menu
selections. To see information for other options, scroll down using
the arrows or scroll bar on the right. (See Figure 2a.)

To close this help screen, click on the “X” in the top right corned of
the screen, or click on the [Close] box at the bottom of the screen.
This will return you to the Bankruptcy Events screen.

At the Bankruptcy Events screen, click on the Open a BK Case
hyperlink. The Open New Bankruptcy Case screen will display
(See Figure 3.)

USBC - Southern District of Ohio
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SECF

e Utilities

STEP 4

Bankruptcy »  Adversary « QOuery + Reports « Logout

Open New Bankruptcy Case

Case type -
Date filed £/20/2002

Chapter |7 =
Joint Petition |[n =
Deficiencies |n =

Mext Clear

Figure 3

The case number will be generated later in this process and will
be displayed on the Notice of Electronic Filing.
The Case Type will always be bk. Leave it as it is.

The current date will always be displayed in the Date Filed field.

Select the Chapter from the pick list box, or skip it if the default is
correct.

The default value for Joint Petition is n (no); for a Joint filing
select y (yes).

If there are any required items missing from the petition, change
the Deficiencies box from ntoy. A deficiency list will then be
presented on a later screen.

When this screen is correct, click [Next] to continue.

The PARTY SEARCH screen displays. (See Figure 4.)

)

Open New Bankruptcy Case

Banhkruptcy +« Adversary + Query + Reports .« Utilities « Logout

Search for a party

S8 I
Last/Business name I
Search | Clear

Figure 4

Tax Id

USBC - Southern District of Ohio
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L 4 This screen is for you to enter the parties on the case. Before you
add the debtor, or any party, you should search the database to
see if that party already exists in the database from another case,
to eliminate duplicate records in the system. You can search by
Social Security Number, Tax Identification Number, Last Name or

Business Name.

. You can enter the last name to search the database. If
this is a business filing, enter the first word or significant
words of the business name to search. The entire
business name is stored in the Last/Business name field.
The field size is 200 characters.

Search Hints

e o o o o o o o

Enter one field of data for each search.
Format Social Security Number or TaxID with hyphens.
Include punctuation. (Garcia-Carrera)
Try alternate search clues if your first search is not successful.
Partial names can be entered.
Wild cards (*) should not be used at the end of search strings.

Wild cards may be used before or within search strings. (*son,Gr?y)
The asterisk * should not be used by itself. It will search ALL
records in the database and use unnecessary system resources.

2 In this lesson, we will enter the debtor’s last name and click

[Search].

NOTE: The entire name of businesses resides in the Last/Business field.
Therefore, for business filings, entering the first part of the name may be

sufficient to find a match.

STEP 5 If there are no matches, the system will return a No Person
Found message. (See Figure 5a.)

EE F Bankruptcy

Search for a party

S8 I
Last/Business name I

Search Clear I

Party search results

o person found.

Create new pary |

Adversary = Query -

Tax Id

= utilities - Logout

Figure 5a

USBC - Southern District of Ohio
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NOTE: Your name search may find more than one record having the same name
as shown in Figure 5b. Clicking on each of the names will display a
window showing the party’s address information for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button to
add a new person record with this address.

Bankruptcy  +  Adversary s Query « Reports + Utilities + Logout

[Search for a party
S8 I— TaxId li
) . Person Address - Netscape _ O] x|
Last/Business name -/
Susan Halston Interiors, Inc.
Search | Clear 45500 NW Loop 210
Suite 450
Alamo Heights, TE 78201
[Party search results

Halston Interiors, -

1 Halston Interiors, Inc.,

=
Select name from list | Create new party
Figure Sb
* Once you have tried alternative searches and determined that the

party is not already on the database, you can add them to the
database. Click [Create New Party].

STEP 6 The PARTY INFORMATION screen displays. (See Figure 6.)
EECF Bankruptcy +  Adversary + Query + Reports + Utilities + Logout ?
[Party Information
Lastname [pani=ls First name [Walter
Middle name [1. Generation | Tide |
SSIN [234-56-7890 222.11.1234 TaxID [
Office | Address 1 [1256 Hillwood Lane
Address2 | Address3 |
City [san antonia | State [Tz | zip [reziz |
County [Peachtree =] Comuy [
Phone [z10-555-sasd | Fax [
E-mail |
ProSe [no 7] Role [Debtor (dbipty) =l
Party text |
Laias.. | [ Revimwe | 3 S s msson
Submit | cancel | Clear |
Figure 6

USBC - Southern District of Ohio August 20, 2002
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L 4 Enter the debtor's Name and Address information in the
appropriate boxes . (For this lesson, our debtor is Walter
Daniels.)
NOTE: Do not use special characters such as parentheses, brackets, or percent
signs. These codes may cause problems with the BNC noticing program.
L 4 Select the debtor’s County of residence from the pick list box.
NOTE: Type the first letter of the county name for a faster search.
2 For this lesson, leave ProSe as no.

L 4 When adding a party, the Role Type will default to blank. To
change the Role Type, expand the pick list by clicking on the
down arrow and the select the correct party role.

NOTE: You must change the role type from blank to a valid party role before the
system will allow you to continue.

L 4 Enter further descriptive text for the debtor in the Party text field,
if appropriate (such as A Connecticut Corporation, Guardian of the
Estate, etc.)

L 4 It is not necessary to add the attorney representing the debtor.
Your name will be linked to the party you are representing
automatically at the end of this transaction. Your login will furnish
your attorney information to the system.

L 4 If the party has an alias, click the [Alias] button.

STEP 7 The ALIAS screen appears. (See Figure 7.)

=
EE F Banhkruptcy + Adwersary + Query + Reports .« Utilities + Logout o_
=

Jslias Information (Party Daniels, "Walter J.)
Last/Business name First name MMiddle name |Generation | Role
1 [paniels [raie | | [aka =]
2| | | | [aka =]
3 | | | [aka =]
4 | | | [aka =]
5 | | | [aka =]
Add aliases | Clear | Click the Add aliases button to return to the Party screen and submit all information for this party.

Figure 7

USBC - Southern District of Ohio August 20, 2002
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2 You can enter up to five alias names at a time. Alias Role
selections include aka, dba, fdba, and fka.

L 4 Click [Add aliases].

STEP 8 The PARTY INFORMATION screen reappears. (See Figure 8a.)
[Party Information
Lastname [paniels First name [Walrer
Middle name IJ. Generation | Title |
SSN |234—56—7890 223.11-1334 Tax ID |
Office | Address 1 [1256 millvood Lane
Address2 | Address3 |
City ISan Antonio State IK Zip I’?8213
County |Peachtree 'I Country I
Phone IZlD—SSS—SEBE Fax |
E-mail |
ProSe |[no = Role IDehtnr (db:pty) |
Party text |
[ias. | [ Reviews. | iiing o st st
Submit | Cancel | Clearl
Figure 8a
L 4 Clicking on the [Review] button at any time presents a screen

summarizing the attorney and alias activity for this debtor. (See
Figure 8b.)

=
EE F Bankruptcy + Adversary + Query + Reports + Utilities -+ Logout ?

F eview attorneys and aliases

Walter I. Daniels
mcheck fo remove from list
M ttorneys added:
PTone added.

liases added:
¥ Daniels, Walt (aka)

Return to Party screen | Clear |

Figure 8b

L 4 Verify the information.

USBC - Southern District of Ohio August 20, 2002
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STEP 9

Be careful about clicking the [Clear] button. You could accidently
delete information.

Click [Return to Party Screen].
The PARTY INFORMATION screen will return again as shown in

Figure 8a. If you are finished adding information for this new
party, click [Submit] to continue with Case Opening.

NOTE: If this were a joint debtor filing, a JOINT DEBTOR PARTY screen would
appear next.

STEP 10

STEP 11

*

Next, the system will display a screen confirming the assignment
of the Divisional Office code. The assignment is based on the
country code or zip code of the debtor. (See Figure 10.)

) 5
Bankruptcy +  Adversary + Query + Reports -« Utilities + Logout ',

Open New Bankruptcy Case

[Divisional Office 13 set to Pleasantwille based on the county code 32028 of the debtor

m Clear

Figure 10

The STATISTICAL DATA screen appears next. (See Figure 11.)

EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout

Type of debtor |7 al [T Corporation [ Parinership T Other
[T Rairoad T Stockbroker 7 Commodity Broker

Fee status m
Nature of debt lm
Voluntary lm

Origin [Oignal 3]
Date splititransfer Ii

Mext Clear |

Asset notice IND -
Estimated number of creditors |1-15 'I

Estimated assets |$D-$SD i} j

Estimated debts |$0-550 000 =

Figure 11

Select the Type of Debtor by clicking in the appropriate box(es).

USBC - Southern District of Ohio
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The Fee Status values are Paid and Installment. If the petition is
accompanied by an Application to Pay Filing Fees in Installments,
you would select Installment from the pick list box.

Designate the Nature of Debt as Consumer or Business.

The default value is for a Voluntary Petition. For Involuntary
Petitions, select Involuntary from the pick list box.

Enter the correct Origin code from the values Original, First
Reopen, Second Reopen, Third Reopen, Split or Inter-District
Transfer (Split and Inter-District are for Court-Use Only). No
action is necessary if this is the first filing; the default value of
Original is correct for this exercise.

Date Split/Transfer (Court-Use Only) is only necessary when a
joint debtor splits from the original case or if this case was
transferred in from another district. Leave this field blank.

Choose Yes or No for Asset notice designation.

Select the range of Estimated Creditors from the pick list box.

1-15

16 - 49

50 -99

100 -199
200 - 999
1,000 - over

Select the correct dollar range for Estimated Assets.

Under $50,000

$50,001 - 100,000
$100,001 - 500,000
$500,001 - 1 million
$1,000,001 - 10 million
$10,000,001 - 50 million
$50,000,001 - 100 million
More than $100 million

Select the correct dollar range for Estimated Debts.

«  Under $50,000
« $50,001 - 100,000

« $100,001 - 500,000
«  $500,001 - 1 million

USBC - Southern District of Ohio
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« $1,000,001 - 10 million

« $10,000,001 - 50 million
« $50,000,001 - 100 million
*  More than $100 million

* Click [Next] to continue.

STEP 12 If you have selected y for Deficiencies on the Case Data screen,
the Chapter 7 DEFICIENCY LIST screen will appear.
(See Figure 12.

NOTE: This list will vary by chapter.

EE F Bankruptcy » Adversary + Query =+ Reports -« Utllities -« Logout
Open New Bankruptcy Case

Deficiency List
Check item(s) NOT inciuded in the petition

™ Aty Disclosure Stmt.
I Aty Sign. Exhibit B

I Aty Sign. Page 2

" Db. Sig. re: Relief Av.
™ Inventory of Property
" List of All Creditors
" Schedule A

™ Schedule B

" Schedule C

" Schedule D

" Schedule E

™ Schedule F

" Schedule G

" Schedule H

" Schedule I
™ Schedule J

[C Stmt. of Fin. Affairs
™ Summary of Schedules

Figure 12

* Check the check box for each item that is not included with this petition. For this
exercise, select Schedules A-J.

* Click [Next] to continue.

USBC - Southern District of Ohio August 20, 2002
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STEP 13 The SELECT A PDF DOCUMENT screen appears.
(See Figure 13.)

C o
EE F Bankruptcy +  Adversary + Query + Reports -« Utilities + Logout o

Open New Bankruptcy Case

Select the pdf document (for example: CA1859cva01-21 pdf).

Filename

| Browse... |

Attachments to Document: & o  Ves

Figure 13

NOTE: Th
is screen is used for associating the imaged document with this entry.
Attorneys may not bypass associating an imaged document.

L 4 Click [Browse], then click on the down arrow V¥ for the Files of
type field.

L 4 In the drop-down box, click on All Files (*.*).

L 4 Navigate to the directory where the appropriate PDF file is
located.

L 4 Highlight the file. Then right click with your mouse and select
Open to verify the contents of the document. If this is the correct
file, double-click the PDF file to select it.

L 4 Accept the default setting of No for the Attachments to
Document radio buttons. Attachments will be covered in another
module.

L 4 Click [Next]

USBC - Southern District of Ohio August 20, 2002



CM/ECF Attorney

BK Case Opening - Page 12

STEP 14

STEP 15

*

The INCOMPLETE FILINGS DEADLINES screen is presented,

showing the due date for the missing schedules A-J.
(See Figure 14.)

= 2
UEC F Bankruptcy +  Adversary + Query + Reports -+ Utilities + Logout ?
Open New Bankruptcy Case

[ncomplete Filings due date: 09/4/2002

M Clear

Figure 14

The deadline for filing the missing documents is calculated and
displayed. This will print on the final docket text and will exist as a
schedule record for queries and reports.

Deadlines may vary by court. The court will monitor deadlines for
compliance and will verify deficiencies.

Click [Next] to continue.

The Fee screen appears.

This screen will display the filing fee owed. After completing the
case opening process you will be able to make an electronic

payment for this and any other pending transactions. Click [Next]
to continue.

USBC - Southern District of Ohio
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STEP 16 The MODIFY DOCKET TEXT screen appears. (See Figure 16.)

EECF Bankruptcy +  Adversary + Query + Reports «+ [Utilities + Logout
Open New Bankruptcy Case

Docket Text: Modify as Appropriate.

Chapter 7 Voluntary Petition II

. Receipt Number cc, Fee
Amount $200 Filed hy Walter J. Daniels . Schedules A-J due 9/4/2002. (Wilson, D.)

MNext | Clear |

Figure 16

L 2 You may, if needed, enter any additional text in the text box.

L 4 Click [Next] to continue.

STEP 17 The FINAL TEXT EDITING screen displays. (See Figure 17.)

NOTE: This is the last opportunity to make any changes before the case is

officially opened.

Y
EE F Bankruptcy +  Adversary + (Query + Reports + Utilities + Logout o_
C =

Open New Bankruptey Case

Docket Text: Final Text

Chapter 7 Voluntary Petition. Receipt Number cc, Fee Amount $200 Filed by Walter J.
Daniels. Schedules A-J due 9/4/2002, (Wilson, D.)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Mlext Clear

Figure 17

L 4 Proof this screen carefully! This is what will print on the docket
sheet.

L 4 If the docket text is incorrect, click the browser [Back] button at
the top of the screen one or more times to find the screen to be
modified, make the correction, and continue through the event.

L 2 To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.

L 4 The case number will now be assigned. Click [Next] to continue.

USBC - Southern District of Ohio August 20, 2002
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STEP 18 An Electronic Payment screen will display. (See Figure 18) You
may continue filing or make electronic payment at this time. If you
have decided to continue filing, go to Step 19. If you are paying
now, proceed with Step 18.

% Electronic Payment - Netscape EH§|[5__(|

Swrmary of current charges:

Date Incmred Description Amount
2003-09-30 Woluntary Petition {Chapter 7)(2:03-bk-30185) $ 200,00 E
08:16:02 [tisc,volpTa] { 200.00) ;

Total: $ 200.00

Pay Mow Continue Filing

fed
1 YT 7 W47 LYY YT B T SV T oY WYV K N TP ST Y, P Y Y TN S Y TV T T
Figure 18
* Click [Pay Now].
L 4 A credit card information box will display. (See Figure 18a)

US_Courts@iccc.gov: Payment Collections - Netscape

Please enter your credit card information below:

! Name: Attorney
Total: $200.00
Card Type: |Please select a card type j

Card Number: [

Expiration Date: 09 =-|[2003 ~

Submit Payment |

H For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.

Figure 18a
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Enter your credit card information; click [Submit
Payment].

A Transaction Processing screen will display. (See Figure
18b)

e US_Courts@icce.gov: Please wait while your transaction is being processed. - N... |Z||§|E|

Your transaction is being processed. Please wait while your
credit card is authorized. ﬂ

For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.

Figure 18b

Once the transaction has been processed a Transaction
Receipt screen will display. (See Figure 18c) Click [Close
Window].

E0X

|
q
¥

U.S. Bankruptcy Court
Southern District of Ohio

H Thank you. Tour transaction in the amount of § 200.00 has been completed.

Please keep a copy of your transaction receipt for fiuture reference. The transaction number is
1111B20493.
Close window
H
v
Figure 18c

USBC - Southern District of Ohio
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STEP 19 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 19.)

|

Open New Bankruptcy Case

F Bankruptcy e Adversary - Query -« Reports - Utilities < Logout

TU.8. Bankruptcy Court
Systems Deployment and Support Division

[Motice of Bankruptey Case F

The following transaction was received from Wilson, D. L. entered on 8/20/2002 at 3:21 P CDT and filed on 8/20/2002
Case Name: Walter T Damels

Case Numbher: 1:02-ble- 10070

Document Number: 1

[Docket Text:
Chapter 7 Voluntary Petition. Receipt Number cc, Fee Amount $200 Filed by Walter J. Daniels. Schedules A-T due 2/4/2002.

(Wilson, D)
The following decumentis) are associated with this transaction

[Document description:Iain Document

Original filename: ONECF_Students\PDF Files\Woluntary Petition pdf

[Electronic document Stamp:

[STAME bkecfStamp TD=%81735245 [Date=8/20/2002] [FileNumber=7164-0] [0
led7d21aBddc2abBe 915809 3d6 2e8b 66316 60ci482b4b3d 18738701 762ccb 2ades
09769db12{a01act6699857 13759016 16balt335150dacdd5aB%05]]

1:02-bk-10070 Notice will he electronically mailed to:

D L Wilsen Dana_Wilsoni@aotz uscourts gov

1:02-bk-10070 Notice will not be electronically mailed to:

Figure 19

L 4 This Notice of Electronic Filing is the verification that the filing
has been sent electronically to the court’s database. It certifies the
that petition is now an official court document.

L 4 Make a note of the case number, which appears in blue. Clicking
on the case number hyperlink, 1-02-bk-10070, will take you to the
PACER login screen. After login, the docket report for this case
will be displayed. The case number may display as
02-10070.

L 4 Clicking on the document number hyperlink 1, will take you to the
PACER login screen. After login, the PDF image of the petition
just filed will be displayed.

2 The Notice of Bankruptcy Case Filing hyperlink appears at the top
of the Notice of Electronic Filing. Clicking on this hyperlink reveals
a notice (via PACER) summarizing the pertinent details and
participants of this case. (See Figure 20.)

NOTE: You must enter your PACER login and password to view any documents
or reports or perform any queries.

USBC - Southern District of Ohio August 20, 2002
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STEP 20 If you click on the Notice of Bankruptcy Case Filing hyperlink at
the top of the Notice of Electronic Filing, the Notice of Bankruptcy
Case Filing will be displayed. This notice summarizes the
pertinent details and participants of this case. (See Figure 19.)

NOTE: The Notice of Bankruptcy Case Filing will NOT initially include judge
and trustee information. Therefore, a user may choose to produce
this notice after the judge and trustee have been assigned to the
case, either manually by the court or automatically by the
Judge/Trustee Assignment.

Follow local court procedures for Judge/Trustee assignment.

EE F Bankruptcy +  Adversary + Query =+ Reports - Utilities -+ Logout

TUnited States Bankruptcy Court
Systems Deployment and Support Division

Notice of Bankruptcy Case Filing

E].E::tfr-om'callg .-_.. "
= 03/20/20&2

.i".-'
s en p’fd’
T =
Walter J. Daniels l-i L LA ey ; A
1256 Hillwood Lane |

San Antonio, TH 78213 A,
SSN 234-56-7890
adoex

Walt Daniels

A bankruptey case concermng the debter(s) histed belew was filed
under Chapter 7 of the United States Bankruptey Code, entered on J
0B8/20/2002 at 3:21 PI and filed on 08/20/2002 "

The case was filed by the debtor's attorney

D. L. Wilson

Wilson, Wilson & Assoc
2550 TH 10 West

FPH&

San Antonio, T 7E230
210-555-1235

[The case was assigned case number 02-10070

[The filing of a bankruptcy case automatically stays certain actions against the debtor and the debtor's property. If you attempt to
collect a debt or take other action in wiclatien of the Bankruptey Code, you may be penalized

[If you would like te wiew the bankruptcy petition and other decuments filed by the debter, they are available at our Jeferaet home
[page http /999,995 99 999/ or at the Clerk's Office 7550 IH 10 West, #1100, San Antonio, T3, 78223-5818.

T ou may be a creditor of the debter. If so, you will receive an additional notice frem the court setting forth inp ortant deadlines

John Jones
Clerk, U.S. Bankruptcy Court

Figure 20

USBC - Southern District of Ohio August 20, 2002
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This certification was created in addition to the initial notice of
filing. It also displays the debtor(s), attorney, trustee, case
number, time, and filed date of the case opening information. It
can be used to notice creditors as an official notice of stay besides
the 341 Meeting Notice to stop foreclosures and other creditor
actions. It may be saved or printed at the time of filing.

The Notice of Bankruptcy Case Filing is also available for viewing
or printing through the Query Main Menu Bar selection.

To print a copy of this notice, click the browser [Print] button or
icon.

To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

USBC - Southern District of Ohio

August 20, 2002
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Case Opening Documents
NOTE: Each item must be docketed / filed as a separate document

Chapter 7

L 4 Voluntary Petition:

¢ Statement of Related Cases:

2 Verification of Matrix:

2 Statement of Intent:

4 Corporate Resolution:

Chapter 11

L 4 Voluntary Petition:

¢ Statement of Related Cases:

2 Verification of Matrix:

Automatically docketed as part of the
case opening process.

Docketed as a “Statement 1015-2 with No
Prior” or “Statement 1015-2 with Prior
Filing” accordingly. Docket event is
located in the Other category.

Docketed as a “Verification of Creditor
Matrix.” Docket event is located in the
Other category.

(If applicable) Docketed as a “Statement
of Intent.” Docket event is located in the
Other category.

(If applicable) Docketed as a “Corporate
Resolution.” Docket eventis located in the
Other category.

Automatically docketed as part of the
case opening process.

Docketed as a “Statement 1015-2 with No
Prior” or “Statement 1015-2 with Prior
Filing” accordingly. Docket event is
located in the Other category.

Docketed as a “Verification of Creditor
Matrix.” Docket event is located in the
Other category.

USBC - Southern District of Ohio

November 3, 2003
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4 Corporate Resolution:

Chapter 13

L 4 Voluntary Petition:

¢ Statement of Related Cases:

2 Verification of Matrix:

L 4 Chapter 13 Plan:

(If applicable) Docketed as a “Corporate
Resolution.” Docket eventis located in the
Other category.

Automatically docketed as part of the
case opening process.

Docketed as a “Statement 1015-2 with No
Prior” or “Statement 1015-2 with Prior
Filing” accordingly. Docket event is
located in the Other category.

Docketed as a “Verification of Creditor
Matrix.” Docket event is located in the
Other category.

Docketed as a “Chapter 13 Plan.” Docket
event is located in the Plan category.

USBC - Southern District of Ohio

November 3, 2003
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Judge / Trustee / 341 Assignment

The assignment of a Judge in all chapters, and the trustee and 341 meeting in
chapter 7 cases is performed using an automated assignment system. The
assignment is accomplished as follows:

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu. (See
Figure 1)

EECF Bankruptcy +  Adversary o+ Query » Reports « Utilities + Logout
Figure 1

STEP 2 The Bankruptcy Events screen displays. (See Figure 2)

EE F Bankruptcy

Bankruptcy Events

AnswerFesponse.
Appeal

Claim Actions
Ilotions/Applcations
Haotices

Cpen BE Caze

Cipen Involuntary Cage
Other

Plan

File Clamms

Creditor WMaintenance. ..
JudoeTrustee Assionment

ZaselUpLoad

Figure 2

L 2 Click on Judge/Trustee Assignment.

USBC - Southern District of Ohio September 29, 2003
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STEP 3 CM/ECF will now automatically assign a Judge and, if appropriate,
a trustee and 341 meeting assignment. When completed a
confirmation screen will display. (See Figure 3)

EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout

This may take a few mitntes . Please be patient. & confirmation screen will appear.
341 Judge And Trustee
. Case f : :
Case Title Chapter 341 Meeting Judge Name Trustee I
Auto Assignment of Tudge and Trustee
with Meeting of Creditors to Be MNoticed
Ilichael for 117072003 at 09:00 AN at 40 it :
oler Easter ; “West dth Centre. Ohjections for Clark Wil : Rucstr Jolinia
Dizcharge Due by 01/06/2004,
(Attorney, )
Figure 3
STEP 4 You may now click on the appropriate hyperlink on the CM/ECF

Main Menu to proceed with additional filing or to logout.

USBC - Southern District of Ohio September 29, 2003
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How to Convert a Creditor

Matrix to a .txt File

The following instructions will guide you to correctly format a creditor matrix and save it

as a .txt file.

A creditor matrix contains each creditor's name and mailing address. This information is
used for noticing and also for claims information when applicable. The creditor matrix
must be in an ASCII file format with an appropriate text extension such as .txt before it
can be successfully uploaded into the CM/ECF system.

Suggested Creditor Matrix Specifications

*

The name and address of each creditor cannot be more than 5
lines. If a record is more than 5 lines, the 6" line will be combined
with line 5 and the 7" or 8" lines will be truncated.

Each line may contain no more than 40 characters including
blanks.

Names and addresses should be left justified.

Spaces in the first position of a line will cause an exception report
for that creditor record.

Special characters such as ~, 2 or A will cause problems. The #,
C/O and & characters have not been reported to cause errors.

Account numbers or “attention” lines should be placed on the
second line of the name/address.

City, state and ZIP code must be on the last line.

Nine digit ZIP codes must be typed with a hyphen separating the
two groups of digits.

All states must be two-letter abbreviations.
Each creditor must be separated by at least one blank line.

Do not include page numbers, headers, footers, etc.

USBC - Southern District of Ohio

May 1, 2002
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To Save the Creditor Matrix File with a .txt Extension

STEP 1 After creating the creditor list in WordPerfect or Microsoft Word,
open the file. Click on File in the WordPerfect or Microsoft Word
toolbar to display the drop down list. (See Figure 1.)

\ Corel WordPerfect - R:ATRAIMINGAECFAShirleyiMatnix T
QEHE Edit “iew Inzert Fommat Tool: Window  Help

DEES . =B ¢ vy BO-A
Figure 1
STEP 2 Click Save As in the drop down list. (See Figure 2.)

AR Edit Yiew |nzertt Fomat Tool: Window Help
Eew... Etrl+52itftl+g - fg 2 [@ -
Open... il+
Cloze chi+Fs F O §|<Nnne> 7
Save Ctrl+5 T
= . I h h e |y 1Y

Figure 2

If in Microsoft Word, Skip to Step 4.
If in WordPerfect:

STEP 3 Click the drop down menu arrow in the File Type box.
(See Figure 3.)

'Q hearings.wpd 1,696k CorelWordPerfect 8 Dag
'Q abl_rmotion. wpd 1.459KB  Corel WordPerfect 8 Dog

Enrder_ a Arni Pro 3.0 -
.Q workir [2 AMS Maindows) Delimited Text

''''''' AMS| Maindows) Genenc Word Processor
AMSWindows Test

A5CI [D05) Delimited Test

&5CI [D05) Generic ' ord Processar

ASCI DOS Text

W] Displaywhite 4.0 ; ﬂ

File ame:

File bppe: 'Q WiordPerfect 5/7/8

Figure 3

USBC - Southern District of Ohio May 1, 2002
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L 4 Select the file type ASCII DOS Text.

STEP 4 If in Microsoft Word:

L 4 Click on the drop down box arrow in the Save As Type box.
(See Figure 4.)

Fir[:%ﬂles Ehak makch these search criteria:

File nare: I ""'I

Files of bvpe: RS AR SRS

Figure 4

L 4 Select the file type of Text Files(*.txt) or Text Only(*.txt).

STEP 5 Enter the file name in the File Name: box. (The system provides
the same file name with a .txt extension.)

STEP 6 Click the [Save] button.

USBC - Southern District of Ohio May 1, 2002
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Uploading a Creditor Matrix

A creditor matrix contains the names and addresses of creditors. This information is
used for noticing and also for claims information, when applicable. The creditor matrix
must be in an ASCII text format, usually a .txt file, before it can be successfully
uploaded. Refer to the procedure, How To Convert A Creditor Matrix To A .txt File.
All other file types within CM/ECF will be portable document format (PDF) files. The
process of uploading a list of creditors .txt file is described below.

STEP 1

STEP 2

*

NOTE:

After accessing the CM/ECF system using the Netscape

Navigator web browser, click on the Bankruptcy hypertext link.
(See Figure 1.)

= g
UECF Bankruptcy + Adversary + Query + Reports «+ Utilities + Logout o_

Figure 1

The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

=
EE F Bankruptcy  +  Adwversary + Query -« Reports -« Utilities -« Logout o

[Bankruptcy Events

AnswerResponse. .. Trustee/TTS Trustee
Appeal Trustee's 341 Filings
Batch Filings

Claim Actions File Claitns

Court Events Creditor Mantenance.

Motions/Apphcatons Judge/Trustee/341 Assign
ulti-Case Docketing

Motices

Open BE Case

Open Involuntary Case

Orders/Cptnions

Other

Plan

Figure 2

Click on the Creditor Maintenance hyperlink.

Bankruptcy Events menu selections will vary according to
permission levels. Attorneys will not have all the items
listed above or on the next screen.

USBC - Southern District of Ohio

May 1, 2002
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STEP 3 The CREDITOR MAINTENANCE screen displays. (See Figure 3.)
E Bankruptc Ad T
QO ptcy . versary + Query
Creditor Mamtenance
Tpload a creditor matris file
Figure 3
L 4 Click on Upload a creditor matrix file hyperlink.
STEP 4 The UPLOAD A FILE screen displays. (See Figure 4.)
EECF Bankruptcy »  Adversary + Query -« Reports « Uilities - Logout ?
Creditor Processing - Upload a File Method
Case Number
W 09-12345, 1:.90-b1-12345 or 1-99-bl-12345
Figure 4
L 4 Enter the case number in yy-nnnnn format, including the hyphen.
NOTE: If the system prompts that you have entered an invalid case number, click

the browser’s [Back] button and enter the correct number.

*

Click the [Next] button to continue.

USBC - Southern District of Ohio

May 1, 2002
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STEP 5 The LOAD CREDITOR INFORMATION screen will display. (See
Figure 5a.)

ZEC 3
UE F Bankruptcy +« Adversary s+ Query s Reports s Utilities + Logout o_

Load Creditor Information

Case number 00-10122

Enter name of file and click ?n Next |O: YECF Students'Matrices\chapter 7 matri Browse...
Example: c:\creditor.sen = =

M Clearl
Figure 5a

Use the Browse feature to navigate to the appropriate directory
and file of the creditor matrix file. To do this:

. Click on the [Browse] button to display the FILE UPLOAD
screen.

. Click in the Look In box and select the appropriate drive
name.

. Change Files of types: to Text (.*txt) or All Files.

. Highlight the appropriate text file with a click of the mouse.

. For quality assurance, right-click with the mouse and
select Open from the pick-list that is displayed. (See Figure
5b.)

Verify that this is the correct matrix file for this case. Close
or minimize the Adobe Acrobat reader by clicking on “X” in
the upper right-hand corner.

USBC - Southern District of Ohio May 1, 2002
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File Upload

2l

Lok ir: Iﬁ Matrices j = cF E-

chapter 13_matrix,txt

dana'schapker select |
Ty o
JohnsCopyCh? Prink

Scan For Viruses..,

Make Available OFfline

Cpen With 3
Quick Wiew Flus
Quick, Prink
3 WinZip »
File name: Send To » j Open I
Files of type: cut j Cancel |
g

oo

Figure 5b

STEP 6

If correct, double-click the PDF file to select it or click on
the [Open] button to attach the matrix file to the
bankruptcy case.

Click on the [Next] button to continue.

The TOTAL CREDITORS ENTERED screen appears.
(See Figure 6.)

Reports + Utilities + Logout

?

oECF

Add Creditor(s)

Bankruptcy Adversary s Query

Total Creditors Entered 54

Figure 6

If the total number of creditors entered is not the same as the total
number of creditors on the submitted matrix, click the browser’s
[Back] button and research the error.

If the total number of creditors displayed is correct, click on the
[Submit] button.

USBC - Southern District of Ohio

May 1, 2002
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STEP 7 The CREDITOR RECEIPT screen displays. (See Figure 7.)
EECF Bankruptcy + Adversary + Query + Reports -« Utilities « Logout ?
Creditors Receipt
|Case Mumiber [00-10122
|Tota1 Creditors Added to Database |54
File & Proof Of Claim
E.etumn To Creditor Maintenance fenu
Figure 7
L 4 The information displayed confirms the number of creditors added
to the case.
STEP 8 Click on the Return to Creditor Maintenance Menu hyperlink to

NOTE:

continue and repeat steps 4 - 6 for each creditor matrix. If there
are no other matrices to add, select Logout or select another
option on the Main Menu Bar.

Creditor Mailing Matrix available via Utilities/Mailings.

The Creditor Mailing Matrix is also available thru PACER.

Attorney users will have the opportunity to upload the creditor matrix one

time.

Any additional modifications to the creditor matrix
will normally be handled by court personnel. ie: new disk (will append),
add creditor, edit creditor

USBC - Southern District of Ohio

May 1, 2002
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Miscellaneous Pleadings

This procedure explains how to docket and electronically file Miscellaneous
Pleadings using CM/ECF. The example illustrated is a Statement 1015-2 with

Prior Filings.
STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu.
(See Figure 1)
EECF Bankruptcy +  Adversary + Query + Reports + Utiites + Logout
Figure 1
STEP 2 The Bankruptcy Events screen will display. (See Figure 2)

| ZE

Bankiuptey Events

Bankruptcy Adversary

Query Reports utilities Logout

AnswerResponse...
Appeal

Clait Actions
Motons/Applicaions
Matices

Open BE Cage

Open Involuntary Case
Other

Plan

File Claims

Creditor IMaintenance. ..
JudgeTrustee Assionment
Order Uplaad
CaselUpLload

Figure 2

Click on the Other hyperlink.

USBC - Southern District of Ohio September 30, 2003
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STEP 3 The Case Number screen displays. (See Figure 3)

EE F Bankruptcy +  Adversary « Query

Miscellaneous

Case Number

|03-50038 9912345, 1:99-bk-12345 or 1.99-bk.12343

et Clear

Figure 3

2

Enter the case number, including the hyphen.

* Click [Next].

STEP 4 The Miscellaneous Events screen displays. (See Figure 4)
EECF Bankruptcy « Adversary
Miscellaneous

3:03-blk-50038 Ifichael Easter and Rebecca Easter

Section 304 Petition (Attormey Lse) ~
Staternent 1015-2 with Mo Prior
‘Statement 1015-2 with Prior Filing
Staternent of Financial Affairs
Statermnent of Intent

Stipulation
Stipulation of Secured Collateral
Subpoena b
Mext Clear
Figure 4

L 4 Click to highlight Statement 1015-2 with Prior Filing.

4 Click [Next].

USBC - Southern District of Ohio September 30, 2003
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STEP 5 The Joint Filing screen displays. (See Figure 5)

EECF _oovo
o Bankruptcy Advers

Miscellaneous:

3:05-bk-50038 Michael Easter and Rebecca Easter

[ Toimnt filing wath other attorney(s).

Mext Clear

Figure 5
L 4

This screen is only used if another attorney is joining in a filing.
For this example, do not check the box.

If this were a joint filing with another attorney(s), you would check

the box and after selecting [NEXT] you would be presented with a
list of attorneys on the case to select as joint filers.

¢  Click [NEXT].

STEP 6 The Select Party screen displays. (See Figure 6)

Bankruptcy +  Adversary

Miscellaneous:
3:03-bk-50038 Michael Easter and Rebecca Easter

Select the Party:

AddiCreate New Party

Sears, [Creditor]
Slone, Ruth A [Trustee]

MNext Clear
Figure 6

L 4 Since the Statement 1015 is being filed for the debtors, highlight

them both to select them.

USBC - Southern District of Ohio September 30, 2003
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®  Click [Next].

STEP 7 The PDF Document Selection screen displays. (See Figure 7)

SECF

Bankruptcy + Adversary + O

Miscellaneous:
3:03-bk-50038 IMichael Easter and Eebecca Easter

Zelect the pdf document (for example: CA99cv301-21 pdf).

Filename

[ Browse...

Attacl ts to D t: = No ¢ Yes

Mext Clear

Figure 7

Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the file name with your
mouse and select Open. (See Figure 7a)

¥ starter Database Area - Netscape
File Edit view Go Communicator Help
. ¥ 4 2 < a4 B @
Back Ferward  Reload Hame Search  Metscape Print Security Shop Stop.
j _“v Bookmarks \& Location: | https: /#bkv2. aotx a0, don/coi-bindogin pl?595610620932932-L_516_0-1
4 tainer atiainPACER atrain astudent] bky2 CM/ECF INTERNAL &) CMECF RESOURCE RealPlayer
21 3
m - B ?
Look in: [ 3 FOF Fies r e®mcrE- =
File a Motion: B 20largest pdf T BNC_3¢1hke. pdf FE|Exhibic. pc
02-10069 Frank 7 ) affidavit. pf B CertSve POF THearinghit
Enmended schedules.pdf Ec\a\mform.pdf '@Inventory
B ANSWER pdf B Complaint pdf Pnvolunta
EApphcatlon - Filing Fees.pdf ECopy of Application ko Employ.pdf '@]olntmotlo
o ECopyofMartin‘de EListoI‘AH
Select the pdf doc T T CREDDISK POF Ftartinpd
i gnpphcatiw B\ Daniels_Dale_yPch7.pdf Memo in s
Filename Fapptsuce  Print T Declaration pdf FMation M.
Eappttr‘P gDocument.PDF ﬂMot\on ta
PREnC ord  Can For Viuses. kSRe ik b vol Patition. pdf Fvction to
Attachments to D Open With D
4 Couick. View Plus |
Quick Prink
File name: o) winzip » pensation pdf j Open I
Moxt| - Clow| Fiesolurel[Semrd o s 3 o |
N 4
Figure 7a
. This will launch the Adobe Acrobat Reader which will

display the contents of the imaged document. Verify that
the document is correct.

USBC - Southern District of Ohio September 30, 2003
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*

*

. Close the Adobe application if that is the correct file; click
[OPEN] on the File Upload dialogue box. (See Figure 7b)

File Upload

Lok in: | 3 PDF Files

= o« ® ek E-

gl e

@Zﬂlargest.pdf

T Affidavit.pdf

E.ﬂmended Schedules. pdf
] ANSWER. . pdf
'E.ﬂ.pplication - Filing Fees.pdf

I@.ﬂtppllcation to Employ.pdf
E.ﬂ.pplication.pdf
@apptsucc.PDF

T appttr . POF

EBNC Crder of Dischg. pdf

K [

cation For Campensation. pdf

TEBNC_341hte. po

T CertSve. FOF

ECIaimForm.de

IECDmpIaint.de

ECDDY of Application ta Employ ., pdf
Copy of Martin, pdf

T CREDDISK.FOF

'@Daniels_Dale_‘v‘PCh?.de

EDeclaration.pdf

'@Document.PDF

ToExhibit 4 - Vol Petition. pdf

EExhibit.pc
IEHearingNt

Inwentory
IElnvolunta
IEjointmotio
TList oF &l
IEl‘ﬂartin.pd
IEl‘ﬂemo ins
@Motion 8
'@Motion ko
ﬁMotion ko

File name:

Iﬂpplication far Compenzation. pdf

Files of type: IAll Filez [*.7]

=l
=

Cancel

i3
Open I
[ = 1]

Figure 7b

The PDF Document Selection screen will now show the pathway

to the PDF file. (See Figure 7c)

Bankruptcy

SECF

Miscellaneous:

3:03-bk-50038 Michael Easter and Eebecca Easter

Adversary

Filename

Zelect the pdf document (for example: CA19290v301-21 pdf).

Attachments to Document:

|H:‘-.ECF Training' Training PDFsYbhiS0a

o  Yes

Browse.

Mesxt Clear

Figure 7c

Click [NEXT].

USBC - Southern District of Ohio

September 30, 2003
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STEP 8 The Modify Docket Text screen displays. (Figure 8)
EEC F Bankruptcy + Adversary + Query + Reports « Utilities
Miscellaneous:
3:03-bl-50038 Wichael Easter and Eebecca Easter
Docket Text: Modify as Appropriate.
P ~ | Statement 1015-2 with Prior Filing(s) Either Pending or Discharged
| Filed by Debtor Michael Easter , Joiut Debtor Rebecca
Easter . (Attormey, )
Mext Clear
Figure 8
L 4 If appropriate, select a prefix from the drop-down box and/or insert
any additional text in the text box. Click [Next] to continue.
STEP 9 The Final Text Editing screen displays. (See Figure 9)
EEC F Bankruptcy + Adversary + Query + Reports -« Utilities
Miscellaneous:
3:03-bk-50038 Wichael Easter and Rebecca Easter
Docket Text: Final Text
Statement 1015-2 with Prior Filing(s) Fither Pending or Discharged Filed by Debtor
Michael Easter, Joint Debtor Rebecca Easter. (Attoimey, )
Attention!! Submitting this screen commits this transaction. You will have no fther
opportunity to modify this submission if you continue.
ti Clear
Figure 9
L 4 Carefully verify the final docket text. This is your last chance to
change this entry before addition to the case. If correct, click
[Next].
L 4 If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be
modified.

USBC - Southern District of Ohio September 30, 2003
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. To abort or restart the transaction, click the Bankruptcy
hyperlink on the Menu Bar.

STEP 10 The Notice of Electronic Filing screen displays. (See Figure 10)

Bankruptcy +« Adversary « Query + Reports « Utilities « Logout

3:03-bk-50038 Michael Easter and Febecca Easter

U.S. Bankruptcy Court
Southern District of Olio
Motice of Electronic Filing

The following transaction was recetved from Attomey, entered on 8/22/2003 at 5:12 PIM EDT and filed on 3/2%/200
Case Name: Nichael Easter and Eebecca Easter

Case Number: 303-blk-50038

Document Number: 21

Docket Text:
Statemnent 1015-2 with Prior Filing(s) Either Pending or Discharged Filed by Debtor Michael Easter, Jomt Debtor Re
Easter. (Attorney, )

Figure 10

L 2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the PACER login screen.

L 2 Clicking on the document number hyperlink will present the
PACER login screen.

* To print a copy of this receipt, click the browser [Print] icon.
L 4 To save a copy of this receipt, click [File] on the browser menu

bar and select Save Frame As.

L 4 The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public users
will be charged a PACER access fee.

USBC - Southern District of Ohio September 30, 2003
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Motion Filing

This procedure explains how to docket and file a motion with the Court using CM/ECF.
The example illustrated is a Motion to Avoid Lien.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu.
(See Figure 1)

EECF Bankruptcy +  Adversary + Query + Reports + Utiites + Logout
Figure 1

STEP 2 The Bankruptcy Events screen will display. (See Figure 2)

&
|E ‘ F Bankruptcy . Adversary +  Query . Reports . Utilities . Logout

Bankruptey Events

Answer/Besponse...
Appeal

Claitn Actions
Motons/&pplications
Motices

Open BE Case

Open Inveluntary Case
Other

Plan

File Claims

Creditor Maintenance. ..
JudgeTrustee Assionment
Order Upload
CaselUpLload

Figure 2

L 4 Click on the Motions/Applications hyperlink.

USBC - Southern District of Ohio September 29, 2003
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STEP 3 The Case Number screen displays. (See Figure 3)

Case Number

02-10063 99-12345, 1:99-bk-12345 or 1-99-bk-12345

Figure 3

L 4 Enter the case number, including the hyphen.

¢ Click [NEXT].

STEP 4 The Motion Events screen displays next. (See Figure 4)

EE F Bankruptcy +  Adversary

File a Motion

3:03-blk-50058 Michael Easter and Eebecca Easter

Appoint Creditors Committee ~
Appoint Trustee
Assume/Heject

Borrow
Compel

Compel Abandanment

Compensation hd

Mesxt Clear

Figure 4

L 4 Click to highlight Avoid Lien.

¢  Click [NEXT].

USBC - Southern District of Ohio September 29, 2003
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STEP 5 The Joint Filing Screen displays. (See Figure 5)

EE F Bankruptcy +  Adversary

File a Motion:
3:03-ble-50058 Michael Easter and Eebecca Easter

I Jomt filing with other attorney(s).

Mext Clear

Figure 5
L 4 This screen is only used if another attorney is joining in a filing.
For this example, do not check the box.
If this were a joint filing with another attorney(s), you would check
the box and after selecting [NEXT] you would be presented with a

list of attorneys on the case to select as joint filers.

¢  Click [NEXT].

STEP 6 The Select Party screen displays. (See Figure 6)

Bankruptcy +  Adversary

File a Motion:
3:03-bl-50038 Michael Easter and Rebecca Easter

Select the Party:

Barkan, Alexander G [U.S. Trustee AddiCreate Mew Party

[Credi
Slone, Ruth A [Trustee]

Mext Clear
Figure 6

L 4 Since the debtors are filing this motion, highlight them both to
select them.

¢ Click [NEXT].

USBC - Southern District of Ohio September 29, 2003
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STEP 7 The PDF Document Selection screen displays. (See Figure 7)

EE F Bankruptcy +  Adversary + Qu

File a Motion:
3:03-bk-50038 Michael Easter and Eebecca Easter

Zelect the pdf document (for example: CA19%cv301-21 pdf).

Filename

| Browse...

Attaclments to Document: = Mo © Tes

Mext Clear

Figure 7

L 2 Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the file name with your
mouse and select Open. (See Figure 7a)

¥ starter Database Area - Netscape

File Edit view Go Communicator Help
<« ¥ A B 2 =% a4 @ @ I
Back Ferward  Reload Hame Search  Metscape Print Security Shop Stop.

_“v Bookmarks A Location: | https: /#bkv2. aotx a0, don/coi-bindogin pl?595610620932932-L_516_0-1 j

i tainer atiainPACER atrain astudent] bky2 CM/ECF INTERNAL &) CMECF RESOURCE RealPlayer

ricvplona 21 ~

 3ECF 7

igout
Lok in: | =3 POF Fies r e®mcrE-

File a Motion: ﬂzolargest‘de T BNC_3¢1hke. pdf EExh\b\t‘pc
02-10069 Frank 7 ) affidavit. pf B CertSve POF THearinghit
Enmended schedules.pdf Ec\a\mform.pdf '@Inventory
B ANSWER pdf B Complaint pdf Pnvolunta
EApphcatlon - Filing Fees.pdf ECopy of Application ko Employ.pdf '@]olntmotlo
o ECDDV of Martin, pdf EList af All
Select the pdf doc T T CREDDISK POF Ftartinpd
i ) applicati W B\ Daniels_Dale_yPch7.pdf FEvera ins
Filename Fapptsuce  Print T Declaration pdf FMation M.
Eappttr‘P gDocument.PDF ﬂMot\on ta
PREnC ord  Can For Viuses. kSRe ik b vol Patition. pdf Fvction to
Attachments to D Open With D
il_ Quick Yiew Plus j
I Quick Print (.
File name: o) winzip » pensation pdf j Open I
Moxt| - Clow| Fiesolurel[Semrd o s 3 o |
e — 4
Figure 7a
. This will launch the Adobe Acrobat Reader which will

display the contents of the imaged document. Verify that
the document is correct.
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. Close the Adobe application if that is the correct file; click
[OPEN] on the File Upload dialogue box. (See Figure 7b)

Lok in: | =4 PDF Files | «= i gl i

ﬁznlargest.pdf EBNC_S‘?thc.pdf EExhibit.pc

T Affidavit.pdf T Certsve, POF T Hearingtit

'@Amended Schedules. pdf I@CIaimForn’n.de IElnventor\y

'@ANSWER.de '@Complaint.pdf IElnvolunta

Application - Filing Fees.pdf ECopy of Application ta Employ . pdf ﬁjointmotio

‘Application For Compensation, pdf 'ECopy of Markin. pdf IEList of all

T &spplication ta Emplay.pdf T CREDCISK.POF T Martin.pd

@Application.pdl’ EDaniels_Dale_\-‘PCh?.de @Memo ins

I@apptsucc.PDF I@Declaration.pdf IEl‘ﬂotion L

IEappttr.PDF 'EDocument.PDF IEl‘ﬂotion 4]

T|BMC Order of Dischg.pdf T exhibit & - val Petition. pdf Tmation ta

N i
File name: Iﬂpplication for Competzation. pdf j Open I
Files of type: | &l Files =) =l ﬂl

p
Figure 7b
L 2 The PDF Document Selection screen will now show the pathway

to the PDF file. (See Figure 7¢)

EE F Bankruptcy +  Adversary

File a Motion:
303 -bl-50038 Michael Easter and Eebecca Easter

Select the pdf document (for example: CA199cv301-21 pdf).

Filename

|H:\ECF Training Training PDFs'Motio ﬁ.@HEF"

Attachments to Document: & INo ¢ Yes

et Clear

Figure 7c

®  Click [NEXT].
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STEP 8 You will now be prompted to enter the name of the Lienholder.
(See Figure 8)

| EE F Bankruptcy

File a Motion:
3:05-ble-50038 Michael Easter and Eebecca Easter

Enter Lienholder Matme |-f'—‘-"3‘3 Financial

Mext Clear |

Figure 8

* Type the name of the lienholder in the prompt box.

®  Click [NEXT].

STEP 9 The Modify Docket Text screen displays. (See Figure 9)

EE F Bankruptcy +  Adversary + Query +« Reports

File a Motion:
3:03-blk-50035 Mchael Easter and Eebecca Easter

Docket Text: Modify as Appropriate.

S ~| Motion to Aveid Lien With Aveo Financial Filed by Debtor Michael

Easter , Jomt Debtor Rebecca Easter (Attormey, )

Mext Clear

Figure 9

4 If appropriate, select a prefix from the drop-down box. When the
docket text is correct, click [Next] to continue.

USBC - Southern District of Ohio September 29, 2003
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STEP 10 The Final Text Editing screen displays. (See Figure 10)

| EE F Bankruptcy + Adversary + Query < Reports « Utilities

File a Motion:
3:03-bl-50038 Ifichael Easter and Rebecca Easter

Docket Text: Final Text

Motion to Aveid Lien With Avco Financial Filed by Debtor Michael Easter, Joint Debtor
Rebecca Faster (Attorney, )

Attention!! Submiting this screen commmts this transaction. You will have no further
opportunity to modify this submission if you continue.

Clear

Figure 10

L 4 Carefully verify the final docket text. This is your last chance to
change this entry before addition to the case. If correct, click
[Next].

* If the final docket text is incorrect:
. Click the browser [Back] button to find the screen to be

modified.

. To abort or restart the transaction, click the Bankruptcy

hyperlink on the Menu Bar.

STEP 11 The Notice of Electronic Filing screen displays. (See Figure 11)

EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logou

File a Motion:
3:03-bk-50038 Wichael Easter and Eebecca Easter

0.5, Bankruptey Court
Southern District of Olio
Motice of Electronic Filing

The following transaction was recetved from Attorney, entered on 292003 at 2:02 PM EDT and filed on /25720
Case Name: Mlichael Easter and Eebecca Easter

Case Number: 303 -bl-50038

Document Number: 20

Docket Text:
Dlotion to Avoid Lien With Aveo Financial Filed by Debtor Wlichael Easter, Toint Debtor Eebecca Easter (Attorney

Figure 11

USBC - Southern District of Ohio September 29, 2003
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* Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the PACER login screen.

* Clicking on the document number hyperlink will present the
PACER login screen.

4 To print a copy of this receipt, click the browser [Print] icon.
L 4 To save a copy of this receipt, click [File] on the browser menu

bar and select Save Frame As.

L 4 The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public users
will be charged a PACER access fee.

USBC - Southern District of Ohio September 29, 2003
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Multi-Part Motions

For Attorneys

This procedure explains how to docket a two-part motion. The example illustrated is a
Motion for Relief from Stay and Adequate Protection.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the other
for PACER access to queries and reports.

This module will assume that the internet user has accessed the court’s
web site with their court assigned CM/ECF login and password.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
(See Figure 1.)

EECF Bankruptcy  «  Adversary + Query o Reports + Utilities + Logout
Figure 1

STEP 2 The BANKRUPTCY EVENTS screen will display similar to the

one shown in Figure 2. Your menu selections may vary from this
screen.

= 2
UEC F Bankruptcy ¢ Adversary + Query + Reports « Utilities « Logout ?
[Bankruptcy Events

AnswerFesponse
Appeal

Claim Actions
Idotions/Apphcations
Notices

Open BE Case

Open Involuntary Case
Other

Flan

File Claims

Creditor Mamtenance..
Judge/Trustee Assipnment

Figure 2

L 4 Click the Motions/Applications hyperlink.

USBC - Southern District of Ohio August 28, 2002
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.)
—
Bankruptcy +  Adversary o Query + Reports .« Utilities + Logout o_
Case Number
lm 0012345, 1:.99-bk-12345 or 1-99-bk-12345
Nexll Clear
Figure 3
L 4 Enter the case number, including the hyphen.

®  Click [Next].

NOTE: You may use the browser [Back] button at any time during this process to
verify former screens until the final submission.

STEP 4 The MOTION EVENTS screen displays next.
(See Figure 4.)

File a Motion

02-1006% Frank G. Hammock and Carol & Hammock

Allow Claims

Allow Payment Arrearages
Armend
Amended Application |

Mext Clear |

Figure 4

L 4 Click to highlight Adequate Protection. Keeping the [Ctrl] key
depressed, scroll and highlight Relief From Stay. Release the
[Ctrl] key. There are now two reliefs identified and selected for
this motion.

L 4 Click [Next].

USBC - Southern District of Ohio August 28, 2002
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STEP 5

STEP 6

*

The JOINT FILING screen displays. (See Figure 5.)

02-1006% Frank 3. Hammock and Carol & Hammock

I™ Tomt filing with other attorney(s):

Figure 5

This screen is only used if another attorney is joining in a filing, do
not check this box.

If this were a joint filing with another attorney(s) you would check
the box and after selecting [Next] you would be presented with a
pick list of attorneys on the case to select as joint filers.

Click [Next].

The SELECT PARTY screen displays. (See Figure 6.)

File a Motion:

02-1006% Frank G Hammock and Carel 4. Hammock

Select the Party:

Caral A Hammock [Joint Debtar] =] Add/Create Mew P!
Frank G. Hammock [Debtor]
William . Thompson [Trustee]

Mext Clear

Figure 6

Since the party, Friendly Finance, is currently not a party in this
case, they are not listed and must be added. Click the Add/Create

New Party hyperlink.

USBC - Southern District of Ohio

August 28, 2002
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STEP 7 The PARTY SEARCH screen appears. (See Figure 7.)
Search for a party
SSN | Tax1d |
Last/Business name |Friendly
Search M
Figure 7
L 4 Enter the first part of the business name and click [Search].
STEP 8 If there are no matches, the system will return a No Person

Found message. Make sure your search criteria is accurate. If the
party is not found on your first try, use different criteria and/or
wildcards. (See Figure 8a.)

Search for a party
SS | Tax1d |

Last/Business name
Search | Clear

Party search results

Mo person found.

Create new pary

Figure 8a

L 4 Since the party is not already on the database, proceed to add the
creditor, Friendly Finance. Click [Create New Party].

NOTE: Your name search may find more than one record having the same name
as shown in Figure 8b. Clicking on each of the names will display a
window showing the party’s address information for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button to
add a new person record with this address.

USBC - Southern District of Ohio August 28, 2002
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3 Training Database - Netscap _|5|5|I

Edit wiew Go Communicator  Help

I S S = B @B @B

g Back Forward — Feload Home Search  Metscape Print Securi ity Shop Stop

| w7 Bockmarks i Location: [tips:/7alrain. acl uscourts. gov/cgibin login pl7 4530905661 57441 L_255_0-1 = | @7 what's Related
trainer atrain-FPACER atrain astudent] bkvz CMAECF IMTERMAL & CMECF RESOURCE

= =
UE F Bankruptcy +  Adversary + Query + Reports « Utilities + Logout '?
Search for a party

SSIN TavTa [

¥ Person Address - Netscape =10l x|

Last/Business name
Search Clear

Party search results
American Expr
American Exprn

American Express
3091 Sizemore Rd.
San Antonio, TX 78555

=

Select name from list | GCreate new party |

Figure 8b
STEP 9 The PARTY INFORMATION screen displays. (See Figure 9.)

L 4 Enter creditor Name information in the appropriate boxes,
according to court policy.

L 4 Leave pro se as no.

ZEC 3.
UE F Bankruptcy «  Adversary + Query -+ Reports -« Utilities - Logout ?

Party Information
Lastname [Friendly Finance First name |
Middle name I— Generation | Title |
SSN | 222-11-1234 Tax ID
Office | Address 1 |
Address 2 | Address 3 |
City I— State l_ Zip l—
County IWI Country l—
Pl’IEII’IE I— Fax l—
E-mail |
ProSe |no = Role ICrEd\IDr(cr cr) LI
Party text |
Subrmit I Cancel | Clearl
Figure 9

L 4 Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Creditor.

L 2 Enter further descriptive text for the creditor in the Party Text field,
if appropriate. (A Connecticut Corporation, Guardian of the State,
etc.)

L 4 It is not necessary to add yourself as counsel for the party. Your
login will furnish your attorney information to the system.

¢  Click [Submit].

USBC - Southern District of Ohio August 28, 2002
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STEP 10 The SELECT PARTY screen appears again. (See Figure 10.)

File a Motion:

02-1006% Frank G. Hammeck and Carel & Hammeclk

Select the Party:

f-| AddiCreate Mew Party
Caral A Hammack [Joint Debtar]
Frank 5. Harmmaock [Debtor]
Williar WY, Thompson [Trustes]

|
Figure 10
L 4 The new creditor’'s name, Friendly Finance, is highlighted.

L 4 Click [Next] to continue.

STEP 11 The ATTORNEY/PARTY ASSOCIATIONS screen appears.
(See Figure 11.)

Bankruptcy + Adversary + Query ¢ Reports «+ Utiities + Logout

02-1006% Frank G Hammock and Carol & Hammock

The following attorney/party associations do not exist for this case.
Please check which associations should be created for this case

¥ Friendly Finance, (crer) represented by Walker, Heather (aty}

Figure 11

L 4 Click the box to establish the association between you and
Friendly Finance in this case.

&  Click [Next].

USBC - Southern District of Ohio August 28, 2002
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STEP 12 The PDF DOCUMENT SELECTION screen displays.
(See Figure 12a.)

File a Motion:

02-1006% Frank G. Hammock and Clarel A Hammock

Select the pdf document (for example: CA19%cv501-21.pdf)

Filename

I Browse...

[Attachments to Document: & Mo ¢ Tes

Mext Clear I

Figure 12a

L 4
Click [Browse], then navigate to the directory where the appropriate PDF
file is located.

. In the File Upload window, change Files of type: to All
Files (*.*)

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 12b.)

i
Look in: [ = FDF Files x| & =k ER-
ﬁExhibit A - ol Petition. pdf EMotion to Dismiss 00_10029. pdF thjection
T Exchibit. pdF T Mation to Dismiss 00_10054.pdf T Objeckion
| He aringite. POF T motion.POF Tlorder - Dn
'@Inventory of Property., pdf '@Motion&pdf '@Order -Fi
@Involuntary Petition. pdf ﬂMotionS.de @Order -Gl
" jointmation, PDF T mation4.pdf T order Dis!
IEList of All Creditors, pdf IEI\’IDtiDnS.de '@Order Mul
'@Martin.pdf IENotice of Appearance, pdf '@Order.pdf
Select IENotice.m:lF IEPlan.pn:IF
EMotior —_— ENDticeVolConvto?.de ﬁproof aof ¢
T Motior m TuTCABN. POF Tlrroposed
LI Print _>|
Scan For Viruses. ..
File name:  Open With » pdf j Open I
Files of twp QU!Ck '\-'n.aw Pl LI Cancel |
Quick, Prink -

Figure 12b

L 4 This will launch the Adobe Acrobat Reader to display the contents
of the imaged document. Verify that the document is correct.

USBC - Southern District of Ohio August 28, 2002
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L 4 Close or minimize the Adobe application and if that is the correct
file, click Open on the File Upload dialogue box. (See Figure 12c.)

21
Look ir: | (=3 PDF Files x| + ¥ E-
ﬁExhibit A - wol Petition, pdf EMotion to Dismiss 00_10029, pdf Eobjection
M| Eschibit. pdf TE|Mation ta Dismiss 00_10054.pdf T Objection
Hearinghite, PDF T Mation. PDF T order - Dn
Irventory of Property.pdf IEI'\'h:utioan:lf IEOrt:Ier -Fi
'@Involuntary Petition, pdf IEI'\'h:utionS.m:lf IEOrt:Ier -Gl
Ml joinkmation, POF T Mations. pdF ] order Dist
'@List of &l Creditors,pdf IEI'\'h:utionS.m:lf IEOrt:Ier Mul
'@Martin.pdf IBNotice of &ppearance. pdf IEOrt:Ier.pn:lf
Motion Multi Part.pdf T rotice . pdF T Plan. pdf
'@Motion to Avoid Lien,pdf IBNotiu:e‘u-'n:\ICc\n\.-'toi".|:n:IF IEpmof of €
]Mation to Dismiss 00_10006.pdf  TR]MTCABN.POF TlPropased
KX [— 1051
File name: IMotion kA ulti Part. pdf LI Open
Files of type: |1 Files [+.7) =1 ﬂl
g |

Figure 12¢c

L 4 The path and name of the selected PDF file is placed in the
Filename Box. The file will be associated with the current event
and a hyperlink will be created to it. If there are no Attachments
to this document click [Next]. (See Figure 12d.)

=
| EE F Bankruptcy +  Adversary « Query + Reports « Utilities + Logout o_

File a Motion:
02-10069 Frank G. Hammock and Carel & Haromock

Select the pdf document {for example: CA199cw501-21 pdf).

Filename

IO:\ECF_StudentS\ PDF FilesiMotion Mu Browse...

Attachments to Document: & Mo  Tes

et | Clear

Figure 12d

L 4 There may however be a requirement to attach supporting
documentation to the main PDF document. To illustrate the
feature of CM/ECF that allows attachments to the main
document, click the Yes radio button to the right of the
Attachments to Document prompt. (See Figure 12d.)

USBC - Southern District of Ohio August 28, 2002
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CM/ECF Attorney
NOTE: Please note that the PDF file for the motion is not an attachment. It is
considered the main or associated document. An attachment is another
supporting document, such as affidavits or exhibits. An attached
document will be referenced in the docket text separately, and the
attached image will be accessible by a separate hyperlink within the
docket text.
L 2 Click [Next].
STEP 13 When you click the yes radio button and click [Next], the
ATTACHMENT screen displays. (See Figure 13a.)
Bankruptcy - Adversary + Query + Reports -+ Utilities + Logout
02-10069 Frank & Hammock and Carol A4 Hammocl
Select one or more attachments.
1) Enter the pdf document that contains attachment (For example: Clappendixz pdf)
Filename
IO:\ECFiStudEntS\FDF Files\Affidavit Browse...
23 Select a document type andfor enter a description
Type Description
|Afﬂdavn = IhE creditor, Friendly Finance.
23 &dd the flename to the list box below. If vou have more attachments, go back to Step 1. When the list of filenames iz
complete, click on the Hext button
— Add to List |
LI Remaove from List
Figure 13a
L 4 There are three steps to the attachment process:

1. Click [Browse], then navigate to the drive and directory
where the appropriate PDF attachment file is located and
select it with your mouse.

. To make certain you are about to attach the correct
PDF file for this entry, right click on the filename
with your mouse and select Open. This will launch
the Adobe Acrobat Reader to display the contents
of the imaged document.

. Verify that the document is correct and minimize or

close the Adobe application by clicking on “-“ or “x
in the control box in the upper right hand corner.

2. Select the appropriate attachment type from the drop down
list.

USBC - Southern District of Ohio August 28, 2002
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. You may enter a description in the Description
Box. This is court-specific styling. For instance if
you were using an attached exhibit, you would
enter “A” to signify this is Exhibit A. This description
goes into docket text.

NOTE: You must enter a Type or a Description, or both. Follow your local court
procedures for use of the Type and/or Description Box.

3. You must click [Add to List]. The path and file name are
added to the List box. It is possible to add multiple
attachments at this time by repeating steps 1-3.

L 4 Click [Add to List]. (See Figure 13b.)

= C =~
UE F Bankruptcy +  Adversary + Query + Reports + Utilities + Logout o

Select one or more attachments.

1) Enter the pdf deocument that contains attachment {for example: Chappendiz pdf)

Filename

| Browse...

23 Zelect a document type and/or enter a description.

Type Description
3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames 15
complete, chck on the Next button.

OAECF_Students\PDF FileswAffidavit pef =] Add 1o List |
Remave fram List
|

MNext I

Figure 13b

®  Click [Next].

STEP 14 Since a part of this multi-part motion is Relief from Stay, the FEE
screen appears.

L 4 This screen will display the filing fee owed. After completing the
case opening process you will be able to make an electronic
payment for this and any other pending transactions. Click [Next]
to continue

USBC - Southern District of Ohio August 28, 2002
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Step 15

*

STEP 16

File a Motion:

02-1006% Frank G. Harmmock and Carol &4 Hammock

The MODIFY DOCKET TEXT screen appears. (See Figure 14.)

File a Motion:

02-1006% Frank G. Hammeock and Carel A Hammock

Docket Text: Modify as Appropriate.
‘I Motion for Adequate Protection | A
'I Motion for Relief from Stay |

. Receipt
Number CC, Fee Amount $75, Filed by Creditor Friendly Finance (Attachments: # (1)
Affidavit of the creditor, Friendly Finance.) (Walker, Heather)

Next Clear

Figure 14

If appropriate, choose a prefix from the Prefix Text pick list

In either or both of the text boxes, add additional text for the
motions you are filing according to your court procedures.

Click [Next] to continue.

The FINAL DOCKET TEXT screen displays. (See Figure 15.)

Docket Text: Final Text

Motion for Adequate Protection, Motion for Relief from Stay. Receipt Number CC, Fee
Amount $75, Filed by Creditor Friendly Finance (Attachments: # (1) Affidavit of the
creditor, Friendly Finance.) (Walker, Heather)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Mext Clear

Figure 15

Carefully verify the final docket text. This is your last chance to

change this entry before addition to the case. If correct, click
[Next].

If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be
modified.

To abort or restart the transaction, click the Bankruptcy
hyperlink on the Menu Bar.

USBC - Southern District of Ohio
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STEP 17

The NOTICE OF ELECTRONIC FILING SCREEN displays.
(See Figure 16.)

EECF Bankruptcy « Adversary + Query « Reports -« Utilities + Logout

File a Motion:
02-1006% Frank G. Hammock and Carol A Hammock

U.S. Bankruptcy Court
Systems Deployment and Support Division
Motice of Electronic Filing

The following transaction was received from Walker, Heather I entered on 8/23/2002 at 4:01 P CDT and filed on &23/2002
Case Name: Frank G Hammock and Carol & Hammock

Case Number: 1.02-blk-10063

Document Number: &

Docket Text:
lotion for Adecquate Frotection, Motion for Eelief from Stay. Eeceipt Humber CC, Fee Amount §75, Filed by Creditor Friendly
Fmance {Attachments: # (1) Afidavit of the creditor, Friendly Finance ) (Walker, Heather)

The following document(s) are assoctated with this transaction

Document description:}ain Document

Original filename: 0)ECT_StudentsPDF Files\lotion hulti Part pdf’

[Electronic document Stamp:

[STAMP bhecfStamp TD=081735245 [Date=8/23/2002] [FileMumber=72758-0] [c
a5 16c6ieddes1ed07 220 160 1B 23 Tasb 6435 35 Beal 1P R0 1072226007 4838 3
1ed30bb439844573091308446£051 2750 1220 102276 5046059 daad 0]]
[Document description: Affidawit of the creditor, Friendly Finance

Original filename: O/ECF_3Students\PDF Files\Affidavit pdf

[Electronic document Stamp:

[STAMP bhecfStamp ID=081735245 [Date=8/23/2002] [FileMumber=72758-1] [a
Ste7eal1 4% 2bd0baalbcd dE27e 02452506 3b 506985883 Vor 7002404 1 25cBee Tacd
f1ce5d523de3cad0a0c2e27dde8 544 107ed2922 3e 86005 1fEb0b])

1:02-hk-10069 Notice will be electronically mailed to:
[William W, Thompsen  wwthompson@trustee net,
George T. Walker  John P._Walker@aotz uscourts. gov

Heather I Waller  walkerh@atty.net

SIFCERRET.YP2 S PCINC IR WA RIS RO T Y

Figure 16

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the PACER login screen.

Clicking on the document number hyperlink will present the
PACER login screen.

To print a copy of this receipt click the browser [Print] icon.

USBC - Southern District of Ohio
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To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public users
will be charged a PACER access fee.

Notice of Electronic Filing:

Hyperlink to docket sheet

Date and time stamp information

Case Title

Case number hyperlink to docket sheet?

Docket text

. Annotated text in italics
. Text produced from docket event
. Attachment type, description and attachment number

which is a hyperlink to the PDF file of the attached
document if there is one.

Associated (PDF) documents:

Document description:

Original filename:

Electronic document stamp:

Document description:

Original filename:

Electronic document stamp:

Defaults to Main Document being
docketed.

Filer’s full directory path from firm or
court’s hard drive or network.

Unique identifying name of the
document being filed for security
purposes. Key file of the court used
for encryption.

First attached document’s
description that was entered on the
attachment screen by the filer.

Filer’s full directory path from the
firm or court’s hard drive or network.

Unique identifying name of the
attachment for security purposes.
Key file of the court used for
encryption

USBC - Southern District of Ohio
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Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,
not their street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.

USBC - Southern District of Ohio August 28, 2002
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Application To Employ
For Trustees and Attorneys

This lesson shows the steps of submitting an Application to Employ filed by a Chapter 7
trustee. The same process can be applied to filing other motions or applications.

Internet users will access CM/ECF through PACER and will use two
different sets of logins; one for CM/ECF filing and the other for PACER
access to queries and reports.

This module will assume that the internet user has accessed the court’s
web site with their court assigned CM/ECF login and password.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)

)

EECF Bankruptcy + Adversary + Query + Reports + Utlities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)
Your screen may appear different. Menu selections are assigned
by user permissions and vary by court.

= c > )
UE F Bankruptcy +« Adversary « Query =+ Reports . Utilities . Logout ?

Bankruptcy Events

AnswerResponse...
Appeal

Claim Actions
Motions/Applications
Metices

Open BE Case

Open Involuntary Case
Other

FPlan

File Claims
Crediter Maintenance. .

Judge/Trustes Assignment
Figure 2

L 4 Click the Motions/Applications hyperlink.
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STEP 3 Enter the case number in YY-NNNNN format in the CASE
NUMBER screen and click [Next]. (See Figure 3.)
EECF Bankruptcy + Adversary + Query + Reports « Utlities + Logout
File a Motion
Case Number
lm 99-12345, 1:99-hk-12345 o 1-99-bk-12343
Mext Clear
Figure 3
STEP 4 The MOTION EVENT SELECTION screen is displayed.
(See Figure 4.)
EECF Bankruptcy -  Adversary e QOuery =+ Reports - Utilities - Logout
File a Motion
02-1006%9 Frank G. Hammeck and Carel & Hammock
Disrniss Party -]
Dismiss AVithdraw Docurment
Examination —
Expediting Hearing
Extend Exclusivity Period
Extend Plan Payments
Extend Time Il
Mext Clear I
Figure 4
L 2 Scroll the File a Motion box to select the Employ event.
NOTE:

To locate your event quickly, type the first letter of the
entry (E for Employ) and the highlight bar will immediately
select the first event beginning with E.

4 Click [Next].

USBC - Southern District of Ohio
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STEP 5

STEP 6

The attorney JOINT FILING screen will then be displayed.
(See Figure 5.)

02-1006%3 Frank G Hammock and Carol & Hammock

I Jomt filing with other attorney(s):
Mext | Clear |

Figure 5

This screen is used only if another attorney is joining in a filing. If
you are the only trustee/attorney filing this application, skip this
screen.

If this is a joint filing and the box is checked, a listing of attorneys
presently on the case will be presented for selection.

Click [Next].

The PARTY SELECTION screen will be presented listing all the
participants presently on this case. (See Figure 6.)

=
UE F Bankruptcy  +  Adversary « Query + Reports .« Utilities + Logout ":
( : L4

File a Motion:
02-10069 Frank G. Hammeock and Carel & Hammock

Select the Party:

Caral A Hammock [Joint Debtor] =] AddiCreate New Party
Frank G. Hammack [Debtar]

Wyilliam W. Thompson [Trustee

Next | Clear

Figure 6
Locate and select the trustee in the Party Selection window.

Click [Next] to continue.

USBC - Southern District of Ohio
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STEP 7 The ATTORNEY/PARTY ASSOCIATION screen may appear.
(See Figure 7.)

File a Motion:

02-1006% Frank G Hammock and Carol & Hammock

The fellowing attorney/party associations do tot exst for this case
Please check which associations should be created for this case:

™ Thotnpsen, Willam(rtr) represented by Thompson, William (aty)

M Clear

Figure 7

L 2 This screen presents a check box to link the filer to the attorney.
As a trustee, if you are not filing this application in the capacity of
the attorney for the trustee, skip this screen.

If an attorney is filing this for another party she or he represents
and this screen is presented, check the box to establish this
relationship.

STEP 8 The PDF DOCUMENT SELECTION screen displays.
(See Figure 8a.)

File a Motion:

02-1006% Frank G Hammeck and Carel & Hammock

Select the pdf document (for exatnple: C:A199cw501-21.pdf).

Filename
| Browse... |
Attachments to Document: & Mo © Yes
Mext Clear |
Figure 8a
L 4 Click [Browse], then navigate to the directory where the

appropriate PDF file is located.

USBC - Southern District of Ohio August 23, 2002
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L 4 To make certain you are about to associate the correct PDF file
for this entry, right click on the filename with your mouse and
select Open. (See Figure 8b.)

Laok irc | {3 PDF Files x| = ¥k Edf-
""" 0Z08dict. kxt EBNC Crdet of Dischg.pdf EExhibit & -
| z0largest. pdf Tl EMC 3+ MEc. poF T Exhibit.pc
[ AFfidavit pdf T certsve POF Tl Hearingtit
E Amended Schedules. pdf 'Eclaimform.pdf IElnwentor\;\-
] AMSWER. pdf @CDmplaint.pdf @Involunta

E Application - Filing Fees.pdf 'ECDW of Application ko Employ . pdf 'Ejointmotin
application for Campensation.pdf T CREDDISK.PDF TList of 2l
Application e - =" iels_Dale_WPCh7.pdf @Martin.pd
Applicatian.p lar ation, pdf 'Erﬂotion ML
appksucc, PC WLment.PDF 'Erﬂotion ko

Print at.bxt Tl Mation ta
Scan For Viruses. .. ]
il memie: Make Awailable Ofline j Open I
Open With 3
Files of tppe: Quick Yiew Plus vI Cancel |
ik Prink i

Figure 8b

L 4 This will launch the Adobe Acrobat Reader which will display the
contents of the imaged document. Verify that the document is

correct.

L 4 Close or minimize the Adobe application and if that is the correct
file, click [Open] on the FILE UPLOAD dialogue box. (See Figure
8c.)

2]

Look in: [ i FDF Files =l = =F EH-

EBNC Crder of Dischg, pdf EExhibit A
T BMC_541 ke, pdf T Exhibit. pc
T Certsve.POF T Hearingtit
Eclaimform.pdf Elnventory
ECUmplaint.de @Invulunta
ECopy of application ko Employ . pdf @jointmotio
T CREDDISK . PDF T List of &l
ﬁDaniels_Dale_\-‘PCh?.de ﬁMartin.pd
EDeclaration.de @Motion ML
EDUcument.PDF @Motion to
[E] demot.kxt T Matian ta

File name: I.-’-\pplic:ation to Employ. pdf ;I Open

i,

Files of type: |1 Files (=7 =1 Cancel

Figure 8c
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*

NOTE:

*

The path and name of the selected PDF file is placed in the
Filename box. The file will be associated with the current event
and a hyperlink will be created to it. (See Figure 8d.)

= C =
UE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout o_

File a Motion:
02-10063 Frank G. Hammeock and Carel & Hammeock

Select the pdf document (for example: CA199cv501-21 pdf)

Filename

IO:\ECF_ScudEnts\ PDF FileshApplicati Browse...

Attachments to Document: & Mo ¢ Yes

Mext Clear

Figure 8d

There may be a requirement to attach supporting documentation
to the main PDF document. To illustrate the feature of CM/ECF
that allows attachments to the main document, click the Yes
radio button to the right of the Attachments to Document
prompt. (See Figure 8d.)

Please note that the PDF file for the Application to Employ
is not an attachment. It is considered the main or
associated document. An attachment is another
supporting document, such as affidavits or exhibits.

An attached document will be referenced in the docket
text separately, and the attached image will be accessible
by a separate hyperlink within the docket text.

Click [Next] to continue with the attachment process.

USBC - Southern District of Ohio
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STEP 9

If you selected the yes radio button, the ATTACHMENT screen is
presented next. (See Figure 9.)

EE F Bankruptcy - Adversary - Query - Reports - Utilities - Logout

File a Motion:
02-1006% Frank &. Hammoclk and Carol 4 Hammock

Select one or more attachments.
13 Enter the pdf document that contains attachment (for example: Clappendiz pdf)

Filename

[o:\ECF_studentsyPDF FilesiSupporcin Browse...

23 Select a decument type and/or enter a description.

Type Description

[Schedule =] [zor auctionser, Hankx Schrosder

3) Add the flename to the list box below. If you have more attachments, go back to Step 1. When the list of flenames is
complete, click on the Next button

- Add ta List
Rernove fram List
=

et |

Figure 9

There are three steps to the attachment process:

1. Click [Browse], then navigate to the drive and directory
where the appropriate PDF attachment file is located and
select it with your mouse.

. To make certain you are about to attach the correct
PDF file for this entry, right click on the filename
with your mouse and select Open. This will launch
the Adobe Acrobat Reader to display the contents
of the imaged document.

. Verify that the document is correct and minimize or
close the Adobe application by clicking on “-“ or “x”

in the control box in the upper right hand corner.

2. Select the appropriate attachment type from the drop down
list.

. You may enter a description in the Description
Box. This is court-specific styling. For instance if
you were using an attached exhibit, you would
enter “A “ to signify this is Exhibit A. This
description goes into docket text.

NOTE: You must enter a Type or a Description, or both.
This will be court-specific.

USBC - Southern District of Ohio
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3. You must click [Add to List]. The path and file name are
added to the List box. It is possible to add multiple
attachments at this time by repeating steps 1 - 3..

4 Click [Next].

STEP 10 A DOCUMENT INFORMATION screen displays next.
(See Figure 10.)

02-10069 Frank G. Hammock and Carol & Hammeck

Enter ITame of Person to be Employed |Hank Schroeder
Enter Type of Posttion |Ructioneer

Ml C\earl

Figure 10

L 4 The information typed in the windows displayed above will appear
in docket text. Follow local court conventions for entering this
data.

* Click [Next] to continue.

STEP 11 The MODIFY TEXT screen will display a prefix box and a

supplemental text box to add more detail to the docket text.
(See Figure 11.)

| 3E

File a Motion:
02-1006% Frank G. Hammock and Carel & Hammock

Bankruptcy  +  Adversary « Utilities

+« QOuery <+ Reports + Logout

Docket Text: Modify as Appropriate.
T =] Application to Employ Hank Schroeder as Auctioneer

|Far the sale of equipment Filed by Trustee William W. Thompson (Attachments: #
(1) Schedule for Auctioneer, Hank Schroeder) (Thompson, William)

M Clear

Figure 11

4 Click the down arrow V¥ to display the prefix options. Select a
descriptive prefix, if it is appropriate.

2 If necessary, add detail to the final text.

USBC - Southern District of Ohio August 23, 2002
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* Click [Next] to continue.

STEP 12 The FINAL APPROVAL screen will appear. (See Figure 12.)

File a Motion:

02-10069 Frank G. Haramock and Carol & Hammeck

Docket Text: Final Text

Application to Employ Hank Schroeder as Auctioneer For ie sale of equipmeni. Filed by

Trustee William W. Thompson (Attachments: # (1) Schedule for Auctioneer, Hank
Schroeder) (Thompson, William)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Figure 12

L 4 Verify the final docket text. Read the warning message and
proceed.
L 4 If correct, click [Next]

L 2 If the final docket text is incorrect:

. Click the browser [Back] button to find and correct the
error(s) and then proceed with the event.

To abort or restart the transaction (at any time before final

submission), click the Bankruptcy hyperlink on the Menu
Bar.

USBC - Southern District of Ohio August 23, 2002
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STEP 13

The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 13a.)

EECF Bankruptcy «  Adversary + Query « Reports « Utiities + Logout

File a Motion:
02-1006% Frank & Hammeck and Carol & Hammock

|

T.S. Bankruptcy Court
Systems Deployment and Support Division
Iotice of Electronic Filing

The following transaction was recetved from Thompson, Willam W, entered on 8/20/2002 at 337 PM CDT and filed on
8r20/2002

Case Name: Frank G. Hammock and Carol A Harmock

Case Number: 1:0Z-bl-10063

Document Number: 2

Docket Text:
Apphcation to Employ Hank Schroeder as Auctioneer For the sale of equipment, Filed by Trustee Wiliam W. Thompson
(Attachments: # (1) Schedule for Auctioneer, Hank Schroeder) (Thompson, Williarm)

The following document(s) are associated with this transaction:

Document description:Iain Document

Original filename: O\ECF_Students\PDF Files\hpplication to Eraploy pdf
Electronic document Stamp:

[STAMP bkecfStarnp_ID=981735245 [Date=8/20/2002] [FileMumber=7167-0] [d
I5ecede58895cf3%a6c25d0f1 3 1caa3c 89 Thealbbal dd36dacac 34eBl2b5baTalcabe
TH{9794bE271d2a30641704£298 1aabet0db 021 TeSabdec 728898 12])

Document deseription: Schedule for Auctioneer, Hank Schroeder

Original filename: O\ECF_Students\PDF Files\Supporting Document. pdf
Electronic document Stamp:

[STAMP bkecfStamp_[D=981735245 [Date=8/20/2002] [FilelMumber=7167-1] 9
944e3a926e4b6baT i Teeb8290467 3eb Matbal 703066 d08bdad 77822 24dd 1fe 518852
7803228302 5307e942da524 8151337392 9eb 564ad0b754491215]]

1:02-bk-10069 Notice will he electronically mailed to:
(Wilkam W. Thompson  wwthompson@irustes net,

George T. Walker  John_P._Walker@aotx uscourts. gov

1:02-bk-10069 Notice will not he electronically mailed to: B

Figure 13a

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the Public Access to Electronic Records
(PACER) login screen.

Clicking on the document number hyperlink will present the Public
Access to Electronic Records (PACER) login screen.

USBC - Southern District of Ohio
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Features of the CM/ECF Notice of Electronic Filing:
L 4 Hyperlink to docket sheet

Date and time stamp information

Case Title

Case number hyperlink to docket sheet?

* & o o

Docket text

. Annotated text in italics

. Text produced from docket event

. Attachment type, description and attachment number
which in the Docket Sheet is a hyperlink to the PDF file of
the attached document

L 2 Associated documents:

4 Document description: Defaults to the Main
Document being filed.

L 4 Original filename: Filer’s full directory path from
firm or court’s PC or network.

* Electronic document stamp: Unique identifying number of
the document being filed.
Used for security purposes.
Key file of the court used for
encryption.

L 4 Notice will be electronically mailed to:
Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,
not their street address.

4 Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address to the court.

L 4 To print a copy of this notice click the browser [Print] icon.

L 2 You may also save the notice through the browser File/Save
option.

USBC - Southern District of Ohio August 23, 2002
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**NOTE TO ATTORNEY/TRUSTEE USERS***

You may view each filed PDF document once without charge. To
avoid later charges, download a copy of each document during
this first viewing.

Queries and Reports

Trustee and Attorneys will have access to the Notice of Electronic
Filing when it is first generated. To print a copy of this notice click
the browser [Print] icon. To obtain a duplicate copy, a docket
report can be generated with an option to include the Notices of
Electronic Filing.

However, subsequent access to any Query or Report programs for
attorneys and trustees must go through the Public Access to
Electronic Records (PACER) system.

When an attorney or trustee filer selects a menu option from
Reports, Query or the Claims Register, they will be accessing it
through PACER using their PACER login name and password.
(See Figure 13b.)

| »

PACER Login

Notice
This is a Restricted Weh Site for Official Court Business only. Unauthosized entry is probibited subject to
prosecution under Title 13 of the 1.3, Code. All activities and access attempts are logged

Instructions

Entet your ECF login and password for electronic filing capabilities. If you do not need filing capabilities, enter
vout PACER login and paseword. If you do not hawe  PACER loginy, contact the PACER Service Centet to
establish an account. Vow may tegister orline at hitpUpacerpscuscouts gov of call the PACER Service Center
at (300 6766836 or (210) 301-6440.

An access fee of § 07 per page, as approved by the Judicial Conference of the United States at its September
1993 session, will be assessed for aceess to this service. All inquiries will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, entet your PACER login and password. The Client code is

provided to the PACER uset 4 a means of tracking transactions by client. This code can be up to thitty two
alphamimetie chatacters long,

Authentication

Login:
Password:

Client code; |

I™ Make this my defauli PACER lagin

M [REEEH |

Figure 13b
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NOTE: Users must already be registered with the PACER
system in order to have a login and password. The
PACER login and password must not be confused with
the court assigned CM/ECF login and password that’s
used for filing.

4 A Transaction Receipt is provided at the end of each report that is
printed by the PACER user. This information displays the number
of billable pages that was printed. (See Figure 13c.)

PACER Service Center

Transaction Receipt

| 0222002 12:13:14

[PACER Login:  |ao0055 Client Code:

|Descript'mn: |D-:n::1=:et Report |Case Muniher: |E|2-1EIEI65'
Billahle Pages: |1 Cost: 0.07
Figure 13c
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Application For Compensation
For Attorneys and Trustees

CM/ECF records professional fee and expense requests filed by trustees, attorneys or
other professionals.

In this process the user records as many applicant requests as necessary and has the
option of permanently adding those parties to the case. If there is no need to have each
professional applicant as an active participant on the case, the Person record will appear
on the Party pick list only for this event. Filers will be identified separately even if the filer
is requesting fees and/or expenses on his/her own behalf.

This lesson shows how to process applications filed

L 4 by trustees or attorneys for other professionals,
L 2 by trustees for their own fees and expenses,
L 4 by attorneys for their own fees and expenses.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the other
for PACER access to queries and reports.

This module will assume that the internet user has accessed the court’s
web site with their court assigned CM/ECF login and password.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.
(See Figure 1.)

Bankruptcy + Adversary + Query « Reports -« Utilities + Logout

Figure 1

STEP 2 Click the Motions/Applications hyperlink on the BANKRUPTCY
EVENTS screen. (See Figure 2.)

-+ Reports - Utilities -

[Bankruptey Events

Answer/Response
Appeal

EBatch Filings

Claim M ctions
IdotionsfApplications
Ivlulti- Case Docketing

TrusteesTTS Trustee
Trustee's 341 Filings

File Claims
Creditor MWMaintenance.

Figure 2
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STEP 3 The CASE NUMBER screen displays the last case number used in this
CM/ECF session. If this is the correct case, accept it by clicking on
[Next]. Otherwise, enter the correct case number in YY-NNNNN format
and click [Next]. (See Figure 3.)

EE F Bankruptcy +  Adversary + Query + Reports -+ Utilities + Logout

File a Motion

Case Number

0z2-10065 0012345, 1:99-bl-12345 or 1-09-bk-12345
Me| - Clear

Figure 3

STEP 4 Select the Compensation event from the MOTION EVENT

SELECTION screen. (See Figure 4.)
i’- : Bankruptcy « Adversary =+« Query -+ Reports - Utilities -« Logout
File a Motion

02-10069 Frank T. Hammeock and Carel A. Hammock

&woid Lien =

Barrow

Compel o

Congolidate

Contempt

Continue Hearing

Continue Meeting of Creditors kd|

M Clear |

Figure 4

NOTE: To find the application or motion you need fast, type the first letter of the

event (C for Compensation) and the highlight bar will immediately select
the first entry beginning with C. Scroll or press the Down Arrow until you
locate the event you want.

*

Click [Next].

USBC - Southern District of Ohio
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STEP 5 The attorney JOINT FILING screen may then display.
(See Figure 5.)

= )
UECF Bankruptcy + Adversary + Query + Reports «+ Utilities « Logout o_

File a Motion:
02-1006% Frank T. Hammock and Carol 4 Hammock

I Joint filmg with other attorney(s)

Figure 5

L 2 This screen is used only if another attorney is joining in a filing,
such as a stipulation. If you are the trustee or the only attorney
filing this application, skip this screen.

®  Click [Next].

STEP 6 The PARTY SELECTION screen will be presented listing all the
current participants on this case. (See Figure 6.)

File a Motion:

02-10068 Frank T. Hammock and Carol £ Hammock

Select the Party:

Harrrmock, Carol & [Joint Debtor] ta]  AddiCreate New Party
Hammock, Frank T. [Debtor]

Mayfair, Julian [Trustee]

“Woodring, Zane [U.S. Trustes]

=
Figure 6
NOTE: Adding the professional to the party list at this point does not add them as

a party to the case. They will appear on the pick list solely for the purpose
of recording the request for fees and expenses.

L 4 If you are the attorney filing for compensation on your own behalf,
select the party(s) you represent.

L 4 If you are the attorney filing for compensation for another
professional, select that party.

USBC - Southern District of Ohio September 3, 2002
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* If you are the trustee filing for compensation on your own behalf,
select your name.

* If you are the trustee filing for compensation for other
professionals, select your name as well as the party or parties.

L 4 If the PROFESSIONAL is already a party on the case, you will be
able to select them from this screen. Otherwise click on the
[Add/Create New Party] hyperlink to add the new applicant(s) to
the party list. If there are multiple applicants on one application,
each applicant should be added at this time.

STEP 7 The PARTY SELECTION screen will then list all professionals
required for this pleading. (See Figure 7).

= C >
UE F Bankruptcy + Adversary ¢ Query + Reports « Utilities + Logout ',

File a Motion:
02-1006% Frank T. Hammock and Carol A, Hammock

Select the Party:

S - | AddiCreate New P
Hammock, Caral A [Joint Debtor]
Hamrmock, Frank T. [Dehtor]

=
Figure 7
NOTE: In our exercise we have added Hank Schroeder as a professional on the

Party Pick List solely for the purpose of recording the request for fees and
expenses. The professional has not, as yet, been made a party in the
case. With Hank Schroeder highlighted, hold down the <Ctrl> key and
select Julian Mayfair since the trustee is the filer in this event. (See Figure
7).

L 4 Select [Next].

USBC - Southern District of Ohio September 3, 2002
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STEP 8

STEP 9

The ATTORNEY/PARTY ASSOCIATION screen may appear. This
screen presents a check box to establish the client/attorney
association. If the attorney/trustee does not represent the
professional, do not check the box. (See Figure 8.)

02-10063 Frank T Harnmock and Carol & Hammock

The following attorney/party associations do not exist for this case
Please check which associations should be created for this case:

I™ Schroeder, Hank(prf auc) represented by Mayfar, Julian (aty)

™ Mayfair, Tulian(trr) represented by Mayfair, Tulian (aty)

Figure 8

In our exercise, Julian Mayfair does not represent Hank Schroeder
or himself in this event.

Click [Next].

The PDF DOCUMENT SELECTION screen will then display.
(See Figure 9a.)

02-1006% Frank T. Hammeck and Carel & Hammock

Select the pdf document (for example: C1199cw501-21 pdf)
Filename

| Browse...

Attachments to Document; & Mo © Ves

Figure 9a

Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

USBC - Southern District of Ohio
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To make certain you are about to associate the correct PDF
file for this entry, right click on the filename with your mouse
and select Open. (See Figure 9b.)

J‘;. Starter Database Area - Netscape
Fil= Edit View Go Communicator Help

3 £

Stop

I A A e M =S A &

Back Reload  Home  Seach Mstscaps  Print  Secuiy  Shop
wf " Bookmaks i Location: [https:7/bky2 ant an don/onibin/login pl?535610620332332-L_316_0-1

Fomvard

tiner atrain-PACER train astudent] bhy2 CM/ECF INTERNAL &1 CMECF RESDURCE FealPlayer

il 7
E=; B A
Look in' | {3l PDF Files - o« o BB l
File a Motion: ) 20largest pof | BHC_341Rike, pdf T Exhibit.pe
02-1006% Frank 1 B affidavit pdf B Certsve.POF Tl Hearinght
) Amended Schedules.pdf B ClaimFarm, pof B irwentory
) ANSWER., pdF B Complaint pof Pinvolunta

) aipplication - Filing Fees. pdf ) Copy of Application to Employ.pdf T jeintmotio

Select Copy of Martin.pdf List of All
Select the pdf doc T Applicati P\ CREDDISK.POF T Martin.pd
. gnpplicati W gDanie\siDa\ef\fPCh?pdf Memain s
TFilename apptsuce  Print gDeclarat\on.de ﬂMotiun ML
appktr.P aDocument.PDF ﬂMotiun ko
Pl org  20an For Viruses.. RRR e L o vl Petitian.pef T Mation to
|Attachments to D Open fith b
< Quick View Plus |
Quick. Prink
File name: o5 winzip » pensation.pdf j Open I
Newt|  Clear | Files of ype: send To s =1 Cancel
T — 4

Figure 9b

. This will launch the Adobe Acrobat Reader which will
display the contents of the imaged document. Verify that the
document is correct.

Close the Adobe application if that is the correct file, click
[Open] on the FILE UPLOAD dialogue box. (See Figure 9c.)

Look in: | =3l PDF Files = = cf EB-

EZDIargest.de

") AfFidavit. pdf

'@Amended Schedules. pdf
T ANSWER. pf
'@Application - Filing Fees.pdf
‘Application For Compensation, pdf
E.ﬂ.pplication ta Employ . pdf
'@Application.de
'@apptsucc.PDF

") appttr . PDF

I@BNC Order of Dischg. pdf

K —

EBNC_S‘HNI:C.DEIF

] Certsve. POF
'Eclaimform.pdf
IEtiomplaint.pcll’
@Copv of Application to
@Copy of Martin, pdf
] CREDDISK,. POF

'@Daniels_Dale_\-‘PCh?.de

'@Declaration.pdf
IEDocument.F'DF
" Exhibit £ - val Petition

EExhibit.pc
'EHearingNt
IEln\fentory
'Elnvolunta
'ch-intmotio
ToList of &l
ﬁMartin.pd
IEl‘\ﬂemo ins
'EMotion [l
IEl‘ﬂotion to
'EMDtion to

il

Employ . pdf

.pdf

File name: I.&pplication for Compenzation. pdf ﬂ Open I
Files of type: I,ﬁ.ll Files [7.%] ;I Cancel |
p

Figure 9¢
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L 2 The PDF DOCUMENT SELECTION screen will then show the
pathway to the PDF file. (See Figure 9d.)

File a Motion:

02-10063 Frank T. Hammeck and Carol A Hammock

Select the pdf document (for example: CA19%9cw501-21 pdf)

Filename

C:\DataiFrom O on Lynx)\PDF Files'lp

Browse... |

Attachments to Document: & Mo © Yes

Mext Clear |

Figure 9d
* Click [Next].

L 4 A CASE CONFIRMATION screen appears with a hyperlink to the
docket sheet if needed. (See Figure 9e.)

EE F Bankruptcy + Adversary + Query + Reports -+ Utilities +« Logout
File a Motion:
02-1006% Frank T. Hammock and Carel A Hammoclk

Clear

Figure 9e

®  Click [Next]

STEP 10 The FEE PROCESSING screen appears with each party selected
from the previous party pick list screen. (See Figure 10a.)

EE F Bankruptcy - Adversary « Query « Reports - Uutilities - Logout

02-1006%2 Frank T. Hammeck and Carel A Hammock
Applicant Julian Ifayfair Type ITruslee Chapter 7 -
' Filer
From To I
Fee request $ Expense request $ I
Applicant Hank J. Schroeder Type IAuctlUneer -
™ Filer ™ Party
From |5/z4/z002 To IB/ZS/ZDDZ
Fee request$ (375 Expense request § |34. 50
Mext I Clear I %

Figure 10a

USBC - Southern District of Ohio September 3, 2002



CM/ECF Attorney/Trustee

Application For Compensation - Page 8

NOTE:

Data entered on this screen are recorded in the professional fees
and expenses record for inclusion on the Professional Fees
Applied For/Awarded report.

Two check boxes may appear for each party.

. The Filer check box will appear below each party name.
Select the filer of the application.

. If the party is not currently a party to the case, a Party
check box appears below the professional type list. The
professional fee record will be created regardless if the
applicant is a formal party on the case. If you check this
Party box, the name will appear on the Party pick list for this
case in future processing. Follow local guidelines on this
issue.

The professional fee record will be created regardless if the
applicant is a formal party on the case.

. In this example, since the trustee, Julian Mayfair, is already
a party on the case, a Party check box is not presented.
However, the Filer check box will allow us to designate him
as the filer of this application. (Figure 10a)

The Professional Type must be selected to record the applicant’s
role in the case. The Professional Type for the applicant will be
listed on the Professional Fees Awarded report. Attorney filers
should choose Debtor’s Attorney, Creditor’s Attorney, or Trustee’s
Attorney.

Enter the date or date range for services performed.

Enter the amount(s) in the Fee and Expense fields in dollars and
cents. Do not use $ or commas.

USBC - Southern District

of Ohio

September 3, 2002
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To summarize:

If the filer is...

Then

Trustee filing for compensation on
behalf of another professional
(See Figure 10a)

1) Check FILER box below trustee’s
name and select proper
professional type; DO NOT include
date(s), fee and expense
information for trustee record

2) Select professional type, check
PARTY box only, record date(s),
fee and expense information for
professional for which
compensation is requested

Debtor’s attorney filing for compensation
on his/her own behalf or on behalf of law
firm (See Figure 10b)

1) Record professional type, date, fee
and expense information ONLY for
attorney or law firm

2) Leave debtor(s) record(s) blank

Trustee filing for compensation on
his/her own behalf (See Figure 10c)

1) Include professional type, date, fee
and expense information in one
trustee record.

L 4 The FEE PROCESSING screen for the debtor’s attorney
application for compensation would look like Figure 10b.

sECF

Bankruptcy

Adversary

02-10069 Frank T, Harmmock and Carel & Hammeck

Applicant George T. Walker
¥ Filer

From |8/24/2002
Fee request$ 1475

s
+ Query + Reports « Utilities « Logout o_
g

Type IDehtDr's Attorney 'I

To |2/3/2002
Expense request$ |325

Applicant Frank T. Hammock

Type IAccoumam 'I

™ Filer
From [ To [
Feerequest$ [ Expenserequest$ |
s
Figure 10b

Leave debtor(s) record(s) blank.

USBC - Southern District of Ohio

September 3, 2002
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L 4 If a trustee if filing for compensation on his own behalf, there will be

one party record. The Filer designation should be checked.
(See Figure 10c.)

File a Motion:

02-10068 Frank T. Hammock and Carol A4 Hammock

Applicant Juhan Mayfar Type |Trustee Chapter 7 -
¥ Filer

From |3/20/z002
Feerequest$ [540

Mexd C\earl

To |2/3/2002
Expense request § [120]

Figure 10c

L 4 Click [Next] to continue.

STEP 11 The MODIFY TEXT screen will allow you to select pretext or add

more detail to the docket text. (See Figure 11)

File a Motion:
02-10069 Frank T. Hammeock and Carel 4. Hammock

Docket Text: Modify as Appropriate.
IW 'I Application for Compensation | for Hank

J. Schroeder , Auctioneer, Period: 8/24/2002 to 8/26/2002, Fee: $475, Expenses: $34.60.
Filed by Attorney Julian Mayfair (Mayfair, Julian)

PMext Clear

Figure 11

L 2 Select [Next].

STEP 12 The FINAL DOCKET TEXT SCREEN is then presented.

(See Figure 12.)

+ Query + Reports + Utilities

+ Logout
File a Motion:

02-1006% Frank T. Harmmeock and Carcl A, Hammeck

Docket Text: Final Text

Application for Compensation for Hank .J. Schroeder, Auctioneer, Period: 8/24/2002 to
B26/2002, Fee: $475, Expenses: $34.60. Filed by Attorney Julian Mayfair (Mayfair,
Julian)

Attention!! Submitting this screen its this tr:

tion. You will have no further
opportunity to modify this submission if you continue.

Next I Clear

Figure 12

USBC - Southern District of Ohio September 3, 2002
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L 4 Verify the final docket text. Read the Attention!! message and
proceed.

L 4 If correct, click [Next].
2 If the final docket text is incorrect:

. Click your browser’s Back button to the FEE
PROCESSING screen and change the figures there.

. To abort or restart the transaction (at any time), click the
Bankruptcy hyperlink on the Menu Bar.

STEP 13 The NOTICE OF ELECTRONIC FILING is then generated and
displayed. (See Figure 13.)

= )
UECF Bankruptcy  +  Adversary + Query + Reports o+ Utlities + Logout ?

| »

File a Motion:
02-10069 Frank T Hammock and Carol & Hammock

T.S. Bankruptcy Court
Systems Deployment and Support Division
Hotice of Electronic Filing

The following transaction was recewed from Mayfar, Juban entered on %/3/2002 at 4:07 PM CDT and filed on 9/3/2002
Case Name: Frank T. Hammock and Carol & Harnmock
Case Number: D2-10063

Document Number: 2

Docket Text:
Application for Compensation for Hank J. Schroeder, Auctioneer, Period: 3/24/2002 to BI26/2002, Fee: $475, Expenses:
$34 60. Filed by Attomey Julian Mayfair (Mayfair, Tulian)

The following document(s) are associated with this transaction:

Document description: Mam Document

Original filename: C'DatalFrom O on Lynzx'PDF Files\Application for Compensation pdf
Electronic document Stamp:

[STAMP blecfStamp [D=9884110%3 [Date=53/2002] [FileMumber=483-0] [11c
46ce03eb 1626828 120244118680 80b6 5146013 346002845206 8588ach 21 50b0H7e 365
Nced2bBelZeeadBf] 2ac 136£89958799 T afoda 5298424 dBF6 566c7]]

02-10069 Notice will be electronically mailed to:

Tulian Mayiar

George T. Walker  giwalkeri@atty net,

Figure 13

USBC - Southern District of Ohio September 3, 2002
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L 4 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present a PACER login screen.

* Clicking on the document number hyperlink will present a PACER

login screen.
* To print a copy of this notice click the browser [Print] icon.
* It is highly recommended that you save a copy of this notification

for your records. Click on the browser File/Save option.

USBC - Southern District of Ohio September 3, 2002
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Objections to Motions

For Attorneys

This lesson explains how to docket an objection (or a response) to a motion or
application. The example used is an objection to a Motion to Avoid a Lien.

STEP 1

STEP 2

STEP 3

Click the Bankruptcy hyperlink on the CM/ECF Main Menu. (See
Figure 1.)

Bankruptcy +  Utilities

Adversary

+ Query + Reports + Logout

Figure 1

The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

Bankruptcy Events

Answer/Response

Appeal
Claim Actiens

Ietions/Applications
Hetices

Open BE Case

Open Involuntary Case
Other

Plan

File Claims

Creditor MMamtenance

Judge/Trustee Assipnment

Figure 2
Click the Answer/Response hyperlink.

The ANSWER/RESPONSE TYPE screen displays.
(See Figure 3.)

Bankruptcy «  Adversary o Query + Reports o« Utilities » Logout

SECF

Answer/Response

Reference an Exsting moton/zpplication
Other Answers

Figure 3

Click the Reference an Existing motion/application hyperlink.

USBC - Southern District of Ohio

August 29, 2002
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STEP 4 The CASE NUMBER screen displays (See Figure 4.)

EECF Bankruptcy « Adversary + Query + Reports « Utilities « Logout

File an answer to a motion

Case Number

Dz2-10063 00.12345, 1:90-bk- 12345 or 1-09-bl- 12345
Mext | Clear |

Figure 4

L 4 Enter the correct case number, including the hyphen.

®  Click [Next].

STEP 5 The DOCUMENT TYPE SELECTION screen displays.
(See Figure 5.)

File an answer to a motion

02-10069 Frank G Hammock and Carel & Hammock

Objection =
MI Clearl

Figure 5
L 4 Click on the down arrow in the Document Type pick list.

L 4 Your choices in the starter database are Objection, Reply or
Response. Highlight Objection.

&  Click [Next].

USBC - Southern District of Ohio August 29, 2002
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STEP 6 The JOINT FILING screen displays. (See Figure 6.)

= C =
UE F Bankruptcy +  Adversary + QOuery -+ Reports - Utilities -+ Logout ?

File an answer to a motion:
02-10063 Frank G. Hammock and Carel 4. Hammock

I~ o fling wih other attornas(s)

Nextl Clear

Figure 6

L 4 This screen will only be used if another attorney is joining in this
filing. If you are the only attorney filing this application, skip this
screen.

L 4 If this were a joint filing and the box were checked, a listing of
attorneys presently on the case would be presented for selection.

L 4 Click [Next].

STEP 7 The SELECT PARTY screen displays. (See Figure 7.) All
participating parties on the case will appear on this list.

.
EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout ?

File an answer to a motion:
02-10069 Frank & Hammock and Carcl 4 Hammock

Select the Party:

Friendly Finance [Creditor] -] AddiCreate New Party
Caral A Hamrmock [Jaint Debtor]

Frank G. Hammaock [Debtar]

Williarn W. Thormpsaon [Trustese]

=
Figure 7
L 4 The party for whom you are filing the objection in this example is

Householders Finance.

L 4 Since the party name (Householders Finance) does not display in
the Select The Party box, they need to be added to this case.

L 4 Click the Add/Create New Party hyperlink.

USBC - Southern District of Ohio August 29, 2002
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STEP 8

The PARTY SEARCH screen displays. (See Figure 8.) You must
first search the database to retrieve the party record. If the party is
new to the court, a new party record must be created.

EECF Bankruptcy o+ Adversary « Query + Reports + Utilities + Logout

Search for a party
S8 | Taxd |

Last/Business name IHDuse
Search | Clear

Figure 8

It is very important to search carefully and thoroughly before
adding a new party so duplicate records for the same person or
entity do not reside on the database. Additional search hints are
provided below.

Search Hints:

* Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Include punctuation. (O’Brien, Garcia-Barrera)

. Try alternate search clues if your first search is not successful.

. Partial names using a minimum of two characters can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)

Click in the Last/Business name box and enter the last (or
partial) name or business name of the party. We have entered
House for Householders Finance.

Click [Search] .

USBC - Southern District of Ohio

August 29, 2002
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STEP 9 The system will search the court database and then display a list
of all parties whose names match the search criteria you entered.
Our search has found one party that matched our search criteria.
However, in this example, Household Finance is not the correct
party. (See Figure 9a.)

Search for a party

SSN || Tax Td
Last/Business name
Search Clear |

Party search results

Household Finance, =

[

Select name from list | Create new party

Figure 9a

NOTE: Your name search may find more than one record having
the same name as shown in Figure 9b. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.

Search for a party Mmerican Express
r 3091 Zizewore Rd.
SSW | San Antonio, TX 78555

Last/Business name I_
Search | Clear |

Party search results
American Express, B

Ammerican Express,

|

Select name from list | Create new party

Figure 9b

* In our example we need to create a new party record in this case
so click the [Create new party] button.

USBC - Southern District of Ohio August 29, 2002
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STEP 10

*

STEP 11

The PARTY INFORMATION screen will then appear.
(See Figure 10.)

| ZE

-3
Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout ‘?

[Party Information
Last name |Hnusehnlders Finance First name |
Middle name l— Generation I Title I
SSN |—222,11,1234 Tax ID l—
Office | Address1 |
Address 2 | Address 3 |
City l— State l_ Zip l—
County lm Country l—
FPhone l— Fax l—
E-mail |
ProSe lﬂ Raole
Party text |
Submitl Cancell C\earl
Figure 10

Complete all appropriate name fields. The entire business name
should be entered in the Last Name field. Do not add address
information unless required by the court.

Since this party is represented by an attorney, do not change the
pro se default value of No.

Click to expand the Party Role list arrow ¥ and highlight Creditor
(cr:cr).

Click [Submit]

The SELECT PARTY screen displays again with the new party
filer highlighted at the top of the list (Householders Finance).
(See Figure 11.)

| ZE

File an answer to a motion:
02-1006% Frank G Hammock and Carol & Hammock

n
Bankruptcy +  Adversary ¢ Query ¢ Reports « Utilities « Logout ?

Select the Party:
b | AddfCreate New Party

¥ | ]
Caral A. Harnmock [Joint Debtor]
Frank G. Hammaock [Debtor]
Williar W. Thormpson [Trustee]

M Clear

Figure 11

USBC - Southern District of Ohio

August 29, 2002
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*

STEP 12

STEP 13

Click [Next].

The ATTORNEY/PARTY ASSOCIATION screen appears.
(See Figure 12.)

EE F Bankruptcy -  Adversary ¢ Ouery < Reports -« Utilities -« Logout

File an answer to a motion:
02-10069 Frank G. Hammeck and Carel A Harmmeock

The following attorneyparty associations do not exist for this case
Please check which associations should be created for this case:

¥ Householders Finance, (crer) represented by Wallcer. Heather (aby)

Nesxt | Clear

Figure 12

Since your party, Householders Finance, is new to this case, this
screen will establish you as counsel for them on this case.
Heather Walker is used as an example here.

Check the box and click [Next].

The PDF DOCUMENT SELECTION screen displays. (See
Figure 13a.)

File an answer to a motion:

02-1006% Frank G. Hammeock and Carel A Hammeock

Select the pdf document (for example: CA199cw501-21 pdf)

Filename

| Browse...

Attachments to Document: & Mo € Yes

Figure 13a

Click [Browse], then navigate to the directory where the PDF file
is located.

In the File Upload screen, change Files of type: to All Files(*.*).

USBC - Southern District of Ohio

August 29, 2002
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L 4 To make certain you are about to associate the correct PDF file
for this entry, right click on the filename with your mouse and
select Open. (See Figure 13b.)

21

Lok in: | {3 PDF Files x| = ok BE-
EMotion to Dismiss 00_10029,pdf Eobjection to Plan.pdf EReafFirma
"] Mation to Dismiss 00_10054.pdF Tlreceipt.p
Seleck
"] Mation. PDF T order - TR REQABHM.I
ﬁMotioandf EOrder 1 m ﬁResponse
] Mation3. pdf Torder - Prink T sCHEDO. |
EMthon‘Lpdf I@Order [ P —— ESchedule
EMotlonS.pdf I@Order T ’ ESchedule
A Cpen With »
ENotlce of Appearance.pdf '@Ordem Guick Yiew Plus ESchedule
'@Notice.pdf '@Plan.pc Guick. Prit ﬁﬁchedule
ENoticeVDICDnvto?.de '@Proof’ C £ Winizi > ESchedule
T NTCABN. PDF TlPropas D T schedule
Send T 3
Kl I E—— i
Cuk
File name: IDbiection.pdf Copy Open I
Files of tupe: [l Files =) Create Shorteut Cancel |
neleke P

Figure 13b

L 4 This will launch the Adobe Acrobat Reader which will display the
contents of the images document. Verify that the document is

correct.

L 4 Close or minimize the Adobe application and if that is the correct
file, click [Open] on the FILE UPLOAD dialogue box. (See Figure
13c.)

Look in: | {23 PDF Files = « £ Ef-
. EMotion to Dismiss 00_10029, pdf @Objection to Plan. pdf ﬂReaFFirma
X ) | Motion to Dismiss 00_L 0054, pdf Ohjection. pdf TRreceipt.p
Histo T Mation. POF T Order - Denying.pdF TREQAEN.|
v @Motion&pdf EOrder - Filing Fees.pdf @Response
@ @Motion&pdf EOrder - Granting. pdf @SCHEDO.|
il D @Motiom.pdf EOrder Distribution, pdf @Schedule
m @MotionS.de EOrder Mulki Part. pdf @Schedule
- @Notice of Appearance. pdf ﬂOrder.de ﬁSchedule
My Documents @Notice.pdf @Plan.pdf ﬁSchedule
ENDticeVolConvto?.de EProof of Clairm_formbl Onew.pdf ESchedule
o @NTCHBN.PDF @Proposed Order . pdf @Schedule
Kl [ i
File: name: IDbiectiDn.pdf j Open
Files of type: | &l Files (7] =l Cancel |
¥

Figure 13c

USBC - Southern District of Ohio August 29, 2002
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L 4 The path and name of the selected PDF file is placed in the
Filename. The file will be associated with the current event and a

hyperlink will be created to it. (See Figure 13d.)

File an answer to a motion:
02-1006% Frank G Hammock and Carol & Hammock

Select the pdf document (for example: CA19%cva01-21 pdf).

Filename

IO:\ECF_Student,s\ PDF Files\Objection Browse...

Attachments to Document: # Mo © Tes

Figure 13d

L 4 There will not be any Attachments to the objection in this lesson.
Accept the No default radio button.

&  Click [Next].

STEP 14 The PENDING MOTIONS screen appears. (See Figure 14.)

File an answer to a motion:
02-10068 Frank G. Hammock and Carel A Hammock

Select the appropriaie eveni(s) to which your event relates:

T 08/20/2002 2 Application to Employ Hank Schroeder as Auctioneer For the sale of equipiment.
Filed by Trustee William "W. Thompsen (Attachments: # (1) Schedule for
Auctioneer, Hank Schroeder) (Thempsen, William)

T 08/23/2002 & Motion for Adequate Protection, Motion for Relief from Stay. Receipt Mumber
CC, Fee Amount §75, Filed by Creditor Friendly Finance (Attachments: # (1)
Affidavit of the creditor, Friendly Finance.) (Walleer, Heather)

1= 08/29/2002 10 Mdotion to Awoid Lien with Househalders Finance. Filed by Joint Debtor Carol
A Hammock, Debtor Frank G. Hammoeck (Walker, George)

Figure 14

L 4 Select the appropriate motion you wish to answer by clicking in
the box next to the date. If there is more than one possibility, click
on the document number hyperlink to view the imaged application

or motion.

&  Click [Next].

USBC - Southern District of Ohio August 29, 2002
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STEP 15

STEP 16

NOTE:

The MODIFY DOCKET TEXT screen appears. This screen will
display a prefix box and a supplemental text box to add more
detail to the docket text. (See Figure 15.)

File an answer to a motion:

02-10069 Frank G. Hammock and Carol & Hammock

Docket Text: Modify as Appropriate.
~| Ohjection to {related document(s): [10] Motion to Avoid Lien with
Househalders Finance. filed by Frank G. Hammock, Carol A. Hammock)

I Filed by Creditor Householders Finance (Walker,
Heather)

Ml Clear

Figure 15

Click the down arrow V¥ to display the prefix options. Select a
descriptive prefix, if it is appropriate.

If necessary, add detail to the final text.

Click [Next].

The FINAL DOCKET TEXT screen appears. )See Figure 16.)

z .
UE F Bankruptcy +  Adversary « Query + Reports -« Utilities + Logout ?

File an answer to a motion:
02-1006% Frank G Hammeock and Carel & Hammock

Docket Text: Final Text

Ohjection to (related document(s): [10] Motion to Aveid Lien with Househalders Finance.
filed by Frank G. H: k, Carol A. H k) Filed by Creditor Householders Finance
(Walker, Heather)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Mext | Clear

Figure 16

Use caution on this screen and proof the contents of the entry
carefully. Read the Attention!! notice.

To abort or restart the transaction at any time, click the
Bankruptcy hyperlink on the main menu bar.

USBC - Southern District of Ohio

August 29, 2002
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L 4 When you click [Next], the entry is sent to the court’s database.

STEP 17 The NOTICE OF ELECTRONIC FILING screen appears. (See
Figure 17.)

File an answer to a motion: =

02-10068 Frank G. Hammeock and Carel A Hammeock

U.S. Bankruptcy Court
Systems Deployment and Support Division
Motice of Electronic Filing

The following transaction was recerved Fom Walleer, Heather T, entered on 8/2%/2002 at 10:26 AW CDT and filed on

8/29/2002
Case Name: Frank G. Harmmeck and Carel A Hammeck
Case Number: 1:02-bk-10063

Document Mumber: 11

Docket Text:

Objection to (related documenti(s): [10] Motion to Awoid Lien with Househalders Finance. fled by Frank G. Hammock, Carol
A Hammock) Filed by Crediter Househelders Finance (Walker, Heather)

The following document(s) are associated with this transaction:

Document description:Man Document i
Original filename: C'ECF_StudentsPDF Files\Objection pdf

Electronic document Stamp:

[STAMP bkecfStamp_ID=981735245 [Date=8/2%/2002] [FileMNumber=7£00-0] [5
3481d43cd8215fd250b55d17c65efd6 758 %ab 6 Sefad 5063086 1 3e dbiE 2424 32f56ba

036bcdded S0efaabecd 35205227 dU54Ed3858 1 caafe 35356255 0bbe]]

1:02-bk-10069 Notice will be electronically mailed to:

“William W, Thompson  wwthompson@trustee.net,

George T. Walker  grwallkceri@atty net

Heather J. Walker  walkerhi@atty.net

Figure 17

Features of the CM/ECF Notice of Electronic Filing:
L 4 Hyperlink to docket sheet

Date and time stamp information

Case Title

Case number hyperlink to docket sheet?

* & o o

Docket text

. Annotated text in italics
. Text produced from docket event
. Attachment type, description and attachment number

which in the Docket Sheet is a hyperlink to the PDF file of
the attached document

USBC - Southern District of Ohio August 29, 2002
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Associated documents:

Document description: Defaults to the Main Document
being filed.
Original filename: Filer's full directory path from firm or

court’s PC or network.

Electronic document stamp: Unique identifying number of the
document being filed. Used for
security purposes. Key file of the
court used for encryption.

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,
not their street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address to the court.

To print a copy of this notice click the browser [Print] icon.

You may also save the notice through the browser File/Save
option.

**NOTE TO ATTORNEY/TRUSTEE USERS***

You may view each filed PDF document once without charge. To
avoid later charges, download a copy of each document during
this first viewing.

Queries and Reports

*

Trustee and Attorneys will have access to the Notice of Electronic
Filing when it is first generated. To print a copy of this notice click
the browser [Print] icon. To obtain a duplicate copy, a docket
report can be generated with an option to include the Notices of
Electronic Filing.

USBC - Southern District of Ohio

August 29, 2002
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However, subsequent access to any Query or Report programs for
attorneys and trustees must go through the Public Access to
Electronic Records (PACER) system.

When an attorney or trustee filer selects a menu option from
Reports, Query or the Claims Register, they will be accessing it
through PACER using their PACER login name and password.
(See Figure 13b.)

|

PACER Login

Notice
This is a Restricted Web Site for Official Court Business ondy. Unauthotized entey is prohibited subject to
prosecution under Title 13 of the 1.3, Code. All activities and aceess attempts are logged.

Instructions

Etter yout ECF login and password for electronic filing capabilities. If you do not need filing capabilities, enter
sous PACER login and password, If yow do not have a PACER logit, contact the PACER Servive Center to
establish an account. You may register ondine o hitpdfpacerpscuscouts. gov of eall the PACER Service Centet
at (300) 676-6356 or (210) 301-6440.

An access fee of §.07 per page, as approved by the Judicial Conference of the United States ot fts September
199% session, will be assessed for aceess to this service. All inquiries will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, enter your PACER login and password. The Client code is

provided to the PACER user a5 & means of tracking trangactions by client. This code can be up to thity two
alphatnimetie chatacters long,

Authentication

Login
Pagsword:

Client code: |

[ Make this my default PACER lagin

M Reset |

NOTE:

Figure 13b

Users must already be registered with the PACER
system in order to have a login and password. The
PACER login and password must not be confused with
the court assigned CM/ECF login and password that’s
used for filing.

USBC - Southern District of Ohio

August 29, 2002
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L 4 A Transaction Receipt is provided at the end of each report that is
printed by the PACER user. This information displays the number

of billable pages that was printed. (See Figure 13c.)

PACER Service Center

Transaction Receipt

| 0222002 12:13:14

[PACER Login:  |ao0055 Client Code:

|Descript'mn: |D-:n::1=:et Report |Case Muniher: |E|2-1EIEI65'
Billahle Pages: |1 Cost: 0.07
Figure 13c
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Submission of Proposed Orders'

Format of Proposed Order:

Proposed orders may be submitted to the Court through CM/ECF. All orders
submitted through CM/ECF must be formatted as follows:

L 4 4 inch margin (i.e., 4 inches of “white space”) from the
top of the first page of the proposed order.

4 The last page of the proposed order should contain the
following character sequence, centered at the end of the
text:

HHH
This serves as a signal to the system of the
page/document end.

L 4 The proposed order should not contain a judge’s
signature line/block.

After logging into CM/ECF the user proceeds as follows:

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main
Menu. (See Figure 1)

3 K
UECF Bankruptcy » Adversary + Query + Reports « Utilities + Logout ?

Figure 1

! Proposed orders are submitted to the court via E-Orders. E-Orders is a web-based application
developed by the U.S. Bankruptcy Court for the Western District of Texas.

USBC - Southern District of Ohio September 21, 2003
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STEP 2 The Bankruptcy Events screen will display. (See Figure 2)

EE F Bankruptcy Adversary

Order Upload for Bankruptcy

Tiload Batch
Tpload Smgle
Uplead Sua Sponte

Figure 2

L 4 Click the Order Upload hyperlink.

STEP 3 The Order Upload menu will display. (See Figure 3)

E ‘ F Bankruptcy . Adversary . Query . Reports . Utilities . Logout
Banlaupicy Events

AnswenResponse
Anppeal

Claim Actions
Iotions/Applications
Nehices

Open BE Casze

Open Involuntary Case
Other

Plan

File Claims

Creditor Maimtenance
JudgeiTrustee Assignment
Order Upload
CaselpLoad

Figure 3

L 4 Click the Upload Single hyperlink.

USBC - Southern District of Ohio September 21, 2003
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STEP 4 The Case Number screen displays. (See Figure 4)

EEC F Bankruptcy Adversary «  Query -« Reports
Upload a Single Order

3:03-bk-30040 Jozeph Wayne Tester and Sarah Lynn Tester3

Related Document Number Enter the docwment smber of the related matter for which the order iz being swbmitted.

Iote: If vou don't know the related document mumber, click on Next to continue.

Text Clear
Figure 5

L 4 Enter the case number, including the hyphen.

¢  Click [Next].

STEP 5 The Related Document screen will display. (See Figure 5)

5 ‘ F Bankruptcy Adversary

Upload a Single Order

Case Number | Examples: 99-12345, 1.99-bk-12345 or 1-09-bi-13343

Mext Clear

Figure 4

4 If you know the document number that the proposed order is
being submitted for, enter it in the prompt box available and
proceed with STEP 8. Otherwise, click [Next].

USBC - Southern District of Ohio September 21, 2003
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STEP 6 The Category Selection screen will now display. (See
Figure 6)

Upload a Single Order

Select the category to which your event relates:

ANSWwer

appeal
caseupld
claims

crmp

caurt
crditcrd

misc

muation hat

Filed | to |
Documents to
Mlext Clear
Figure 6

L 4 Select the category that the proposed order relates to;
generally this will be the “motion” category. You may enter a
“Filed” date range or a “Document” number range to assist in
the search. Click [Next].

STEP 7 The Related Document screen for the category specified will
display. (See Figure 7)

EEC F Bankruptcy Adversary

Upload a Single Order

Select the apprapriate event(s) to which your event relaies:

Mo 09/21/2003 2 Motion to Borrow Filed by Debtor Sarah Lynn Tester3

et Clear

Figure 7

USBC - Southern District of Ohio September 21, 2003
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4 Select the appropriate related document by checking the
corresponding box; click [Next].

STEP 8 The Order Upload screen will display. (See Figure 8)

EEC F Bankruptcy + Adversary + Query + Reports
Upload a Single Order

Case Number: 2:03-bk-30040

Case Name: Joseph Wayne Tester3 and Sarah Lynn Tester3

Related Document Number: 1

Related Document Deseription: Chapter 13 Voluntary Petition - case upload

Order Type [N -

Hearing Date Examples: 03/19/2002 oz 03/19/02

File to Upload | Browse...

Note: You can only upload files with a .pdf extension. If yon use Adobe Acrobat Writer version 3 or 4 to ¢
prepared using the Cowier, Helvetica, or Times New Roman font (regular, bold, italic, and bold italic). If §
vour orders should be prepared using the Arial, Comier, or Times New Roman font (regular, bold, italic, =
correctly throngh the court’s noticing center.

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to maodify

M Clear
Figure 8

2 Confirm the case number, case name, related document
number, and related document description at the top of the
screen.

L 4 Select the order type from the drop-down menu. (See
Figure 8a). (NOTE: Actual order types may differ)

EE F Bankruptcy - Adversary « Quer

Upload a Single Order

Case Number: 3:03-bk-50035

Case Name: Michael Easter and Eebecca Easter
Related Document Number: 30

Related Document Description: Iotion to Aveid Lien

Order Type | j
Hearing Date Order 1 03/19/2002 or D3419/02
: Expedited
File to Upload |Hearing Scheduled
Hearing Held
Notes
Figure 8a

USBC - Southern District of Ohio September 21, 2003
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L 4 If you have selected either Hearing Held or Hearing
Scheduled as the Order Type, fill in the Hearing Date field
accordingly.

NOTE: If the Hearing Held or Hearing Scheduled Order Type is selected,
you must fill in the hearing information or you will not be able to

finish the upload process.

L 4 Click [Browse], then navigate to the directory where the

appropriate PDF file is located.

. To make certain you are about to associate the
correct PDF file for this entry, right click on the
filename with your mouse and select Open. (See
Figure 8b.)

¥ starter Database Area - Netscape
File Edt WYiew Go Communicator Help
@ » A 4 = wW =S 4 @ @ |
Back  Fonward  Reload  Home  Seach MNelscaps  Print  Secuity  Shop Stop
7| " Bookmaks A Location [https:/ /b2, aatn. a0. den/egibin/login. pI759661 0520992932 L_316_0-1 =]
¥ trainer atrain-PACER atrain astudent] bkv2 CM/ECF INTERMAL 1 CMECF RESOURCE FiealPlayer
EE 1/ I
Look in: [ =3 POF Fies e ®EckE- =
File a Motion: ) 20lar gest pdf BN _341REe pdf FEshibit.pc
02-1006% Frank 1 M afidait, pof T certsve.POF TlHearingt
Amended Schedules . pdf 'gclaimform.pdf Elnventory
EANSWER‘pdf 'EComplaint.pdf Elnvolunta
Enpphcation - Filing Fees. pdf 'ECopy of application to Employ. pdf E]ointmotio
e T copy of Martin,pdf List of &l
Select the pdf doc . FElapplicati _ Coor T cREDDISK POF Tlwartin.pd
. Enpphcatiw T|Daniels_Dale_vPCh7.pdf Flvemain s
Filename bz Eapptsucc Print EDec\aration.de ﬂMotmn ML
appttr P 5 for v aDocument.PDF EMotmn ko
FlEnC ord  DSANFOPVILSES . ERME bibit 4 - Vol Petition pdf Mation ko
Attachments to D Open With D
4| Quick View Plus |
Quick Print
File name; o winzip » pensation.pdf j Open I
M M ! 2 Files of type: Send To » j ﬂl/
e A %
Figure 8b
. This will launch the Adobe Acrobat Reader which will
display the contents of the imaged document. Verify that
the document is correct.
. Close the Adobe application if that is the correct file, click
[Open] on the FILE UPLOAD dialogue box. (See Figure
8c.)

USBC - Southern District of Ohio September 21, 2003
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Lok in: | {3 PDF Files ~| = cF B2
ﬂzﬂlargest.pdf EBNC_SMNtc.de EExhibit.pc
T affidavit, pdf T certsve.POF Tl Hearinght
IE.ﬂtmended Schedules, pdf IEclaimform.pdf IElnventor",,
IE.C'tr'xIS'\-hn'ER.|:ch IEliiomplaint.pclf IElnvolunta
IE.ﬂtpplication - Filing Fees.pdf 'ECopy of Application to Employ.pdf IEjointmotio
inpplication For Compensation,pdf 'ECopy of Martin. pdf IEList of all
") spplication ta Emplay . pdf T cREDDISK. PDF Tl martin.pd
IE.|='.|:|3|in:ati0n.|3cll’ '@Daniels_Dale_\u'PCh?.pdf '@Memo ins
IEapptsucc.PDF '@Declaration.pdf '@Motion L
'@appttr.PDF IEDDcument.PDF '@Motion s}
T ENC Order of Dischg, pdf T Eshibit & - Yal Petition, pdf T Mation ta
0 I3
File name: IAppIication for Compenzation. pdf j Open I
Filez of type: IAII Files [*.%) LI Cancel |
FA
Figure 8c
L 4 The File to Upload box will now show the pathway to the
PDF file.
* Review the information on the Order Upload screen. Once you
click Next you will not have an opportunity to modify your
submission.

* Click [Next].

STEP 9 The Upload Confirmation screen will display. (See Figure 9)

EE F Bankruptcy Adversary

Upload a Single Order

The new pdf file 25 pdf was uploaded successfully on 2/21/2003 -- 10:29 AWM

Order Type: Ex Parte (no Hearing Eequired)

Case Number: 3:03-bl-30040

Case Name: Jozeph Wayne Tester? and Zarah Lynn Tester
Related Document Number: 2

Related Document Description: Iotion to Borrow

Do it again

Figure 9

L 4 You may view the PDF by clicking on the PDF number
hyperlink to verify you have uploaded the correct order to
the case.

USBC - Southern District of Ohio September 21, 2003
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Uploading an Additional or Replacement Order >

In some instances an order may need to be replaced or a second order created.
For example, after a hearing the judge may ask both attorneys to submit revised
orders. The attorney submitting the original proposed order would replace
his/her submission with the revised order, and the other attorney would upload
another proposed order. However, an order cannot be replaced if the original
order has been routed to the Judge. If this is the case, the system will let you
know the order cannot be replaced at this time. An external filer cannot
replace an order uploaded by a different filer.

The process of replacing an order is the same as uploading the order as
previously described. However, after selecting the document number a warning
screen appears letting you know an order already exists for the document and
giving you the option to create a new order or replace the existing order. (See
Figure 10)

Choose to create or replace the order as appropriate by clicking on the radio

EE F Bankruptcy Adversary

Upload a Single Order

Warning: The following order(s) already exst for the same case and related document.

25 pdf
 Tpload another order

" Eeplace the original order(s)

Mext Clear

Figure 10

button next to your selection, then click [Next]. The same screen as Figure 8
will appear. Follow the steps outlined in Step 8 to upload an additional or
replacement order. You will get a confirmation screen like the one in Figure 9 to
let you know the process was completed successfully.

? Procedures outlined in this section are from E-Orders Version 2.0 User's Guide, July 2003
Edition; United States Bankruptcy Court, Western District of Texas.

USBC - Southern District of Ohio September 21, 2003
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Adversary Case Opening

For Attorneys

Opening an Adversary proceeding involves entering the necessary information regarding
the plaintiff, defendant, and basic statistical data. The complaint is incorporated into this
process and will not need to be docketed separately. During the filing of this event
(unlike the opening of a Bankruptcy Case), the attorney for the plaintiff must select
himself/herself at the attorney selection screen. (Refer to Step 9, page 6)

STEP 1 Click the Adversary hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

3 o)
UECF Bankruptcy » Adversary + Query + Reports + Utiities « Logout o_

Figure 1

STEP 2 Click on the Open AP Case hyperlink displayed on the
ADVERSARY EVENTS screen. (See Figure 2.)

=Y
EECF Bankruptcy  «  Adversary  + Query + Reports o Utlities + Logout ?

Adversary Events

Answers,

Complant & Summons
Motions

Notices
Open AP Case

Figure 2

STEP 3 The CASE DATA screen displays. (See Figure 3.)

| SE

Open Adversary Case

o
Bankruptcy +  Adversary s+ Query +« Reports + Utilities « Logout ?

Case type Im -

Date filed /4/2002

Complaint Iy -
Next Clear

Figure 3

USBC - Southern District of Ohio September 30, 2003
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STEP 4

NOTE:

The case number will be generated at the end of this process.
Make sure you take note of it on the final screen.

The current date is displayed next to Date Filed.

The Case Type value is ap for adversary proceeding. There is no
other selection.

The Complaint field signifies the lead event for this proceeding. If
you are filing something other than a complaint such as a Notice
of Removal, select (n) for no.

Click [Next].

The LEAD CASE/ASSOCIATION TYPE screen appears. (See
Figure 4.)

Open Adversary Case

Lead case numher |02-10063
Association type IAdversary M

Figure 4

Enter the Lead Bankruptcy Case Number in yy-nnnnn format,
including the hyphen.

If the case number is invalid or if the lead case does not
reside on this database, an error message, “YY-NNNNN is
not a valid case. Please enter a valid value.” is
generated. You will not be able to proceed with the case
opening process. Research the reason for the error.

If you do not enter any number in the Lead Case Number
field the system will allow you to proceed with case
opening.

USBC - Southern District of Ohio
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L 4 The Association type defaults to Adversary. Other selections are
Consolidated, Jointly Administered, and Related. Leave the
default and click [Next].

STEP 5 The CASE ASSIGNMENT screen displays. Case assignment is
based on the lead Bankruptcy case. (See Figure 5.)

= 2]
UECF Bankruptcy + Adversary - Query -+ Reports -« Utilities - Logout ?

Open Adversary Case

Case 15 assigned to Pleasantville Division, Judge Strasherg
based on the lead Bankruptey case 02-1006%

M Clear

Figure 5
* Click [Next].

STEP 6 The PARTY SEARCH screen appears. (See Figure 6.)

)
EECF Bankruptcy +  Adversary + Query + Reports + Utiities + Logout o_

Open Adversary Case

Search for a party
SSN | Tax1d |

Last/Business name |Household
Search | Clear

Figure 6

L 4 Before adding a party, it is recommended that one search the
database for the filer. One can search by Social Security Number,
Tax Identification Number, Last Name or Business Name.

. Enter the last name of the party to be searched. If this is a
business filing, enter the first word of the name to search
the database. The entire business name is stored in the
Last/Business name field. The field size is 200 characters

USBC - Southern District of Ohio September 30, 2003
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Search Hints:

. Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Include punctuation. (O’Brien, Zeta-Jones)

. Try alternate search clues if your first search is not successful.

. Partial names (minimum of two characters) can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)
. Do not search only by the asterisk * itself.

L 4 Enter the plaintiff's last/business name and click [Search]. In
Figure 6 we have entered the first word of the plaintiff's name
(Household).

NOTE: Do not use the asterisk * by itself as search criteria. If just

the asterisk is used, the entire database will be searched
and require unnecessary systems resources and may
degrade response time.

STEP 7 The SEARCH RESULTS screen appears. (See Figure 7a.)

z ]
UE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout ?

Search for a party
S8 | Tax1d

Last/Business name I
Search | Clear |

Party search results

Househald Finance, =

|

Select name from list | Create new party

Figure 7a

NOTE: If the designated party was already on the database, the Party Search
Results screen would provide a listing of parties matching your search
criteria. In that situation you would select the party by highlighting the
name with your mouse and click on the [Select Name From List] button.
(See Figure 7b.)

USBC - Southern District of Ohio September 30, 2003
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L 4 In Figure 7b the only party on the database matching the search
criteria was Household Finance. Since our party, Household
Financial Services is not on the list, click the [Create New Party]
button.

Party search results
Household Finance, =]

[ -
Select name fram list | Create new party
Figure 7b
NOTE: Your name search may find more than one record having the same name

as shown in Figure 7c. Clicking on each of the names will display a
window showing the party’s address information for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button to
add a new person record with this address.

Search for a party

S8N | Tax Id
LastBusiness name |

hmerican Express

Search | Clearl 150 East Eight Ave.

San Antonio, TX 75334
County: Peachtres

Party search results

American Ex) 5,
American Express,

[

Select name from list | Create new party

Figure 7c

USBC - Southern District of Ohio September 30, 2003
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STEP 8 The PARTY INFORMATION screen appears. (See Figure 8.)
Party Information =]
Lastname [Household Financial Servi  First name I—
Middle name | Ceneration | Title |
SSN | 22311-1234 TaxTD [s5-z325567
Office | Address 1 |
Address 2 | Address 3 |
ciw [ State [ Zp [
County [Peachtres =] Comay [ |
Fhone [ Fax [
E-mail |
ProSe [na =]
Party text |
ptomay | _Aias | Roew | A8 dl omcys una disees weture
Submit | Cancel | Clear |
Figure 8

L 4 Enter the plaintiff’'s Name and Tax ID or SSN information in the
appropriate boxes.

L 4 Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Plaintiff.

L 4 The Party Text field is used for further party description, such as
A California Corporation or Executor for the Estate of.... This
information will appear on the caption of the docket report
immediately after the party’s name.

L 4 Click on the [Attorney] button on the PARTY INFORMATION
screen. (See Figure 8.)

STEP 9 For adversary openings ONLY, you will need to add yourself as
the attorney representing the plaintiff(s). Steps 9 - 11 will show
how this is done.

L 4 Your attorney record already exists on the court’s database in an
attorney roll that is maintained by court staff.

USBC - Southern District of Ohio September 30, 2003
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The ATTORNEY SEARCH screen allows you to retrieve your
attorney record by either State Bar ID or Last Name (or partial
Last Name.) (See Figure 9.)

Search for an attorney
BarId |
Last name Iwa
Search M
Figure 9
L 4 This exercise illustrates how one could search for the attorney
Heather Walker. The search clue entered in the Last name field is
the first two letters (minimum required) of her last name.
L 4 Click on [Search)].
STEP 10 The ATTORNEY SEARCH RESULTS screen will display all the
matches for the search clue you entered. (See Figure 10.)
Search for an attorney
Bardd [
Last name l—
Search |ﬂ
Attorney search results
=
Select name from list | Create new attormey
Figure 10
L 2 Highlight your name with your mouse and click on [Select Name

From List].

USBC - Southern District of Ohio September 30, 2003
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STEP 11

The ATTORNEY INFORMATION screen displays the master
attorney record from the court attorney roll. (See Figure 11a.)

| ZE

Attorney Information (Party Household Fmancial Services, )
Heather J. Walker Bar Id:Ti13245 Bar Status:Active

=
Bankruptcy + Adversary + QOuery + Reports -+ Utilities + Logout ?

Office |Ualker snd Associates Address 1 |945 Inverness Road
Address 2 | Address 3 |
City IEian Antonia State |Tx
Zp [rezaz Cowntry [
Phone [210-667-3456 Fax [
E-mail Ihjn@atty.net Lead attorney Im

Click the Add attomey or Cancel attorney button to returm to
Add attorney | Cancel attorney | Clear | the Party soreen and add other attorneys, add aliases, or
subimit all information for this party.

Figure 11a

Your attorney record can accommodate only one address. If the
address for this case is different, make the changes to this screen.
This will change professional and mailing information FOR THIS
CASE ONLY.

After verifying this information, click [Add Attorney] to associate
this record with your plaintiff.

The main PARTY INFORMATION screen again appears. (See
Figure 8.) At this time you could click on the [Review] button to
verify attorney and alias information for this party. Figure 11b
shows how this information is displayed.

Review attorneys and aliases
Househeld Financial Serices

Uncheck fo remove from Iisf

Attorneys added:
W lalker, Heather T,
“Walker and Associates
945 Inverness Road
San Antenio, T3 78233

Aliases added:

Mone added.
Retum to Party screen | Clear
Figure 11b

Click on [Return to Party screen].

When the Party Information screen appears again, click [Submit]

USBC - Southern District of Ohio
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STEP 12 You have added the plaintiff and if there are no more plaintiffs, the
next step is to add the defendant(s). The PARTY SEARCH screen
will appear again for that purpose. (See Figure 12.)
EECF Bankruptcy + Adversary + Query + Reports + LUtilities « Logout ?
Open Adversary Case
Search for a party
SSN | TaxId |
Last/Business name |hanmock
Search M
End party selection |
Figure 12
L 4 Enter party information for the defendant Frank T. Hammock.
Search by last name.
STEP 13 When the SEARCH RESULTS screen appears, the party will be
displayed because Frank Hammock is already a debtor on the
bankruptcy case. (See Figure 13.)
’E : Bankruptcy  +  Adversary + Query + Reports + Utilities + Logout ?
Search for a party
SSN | TaxId |
Last/Business name
Search M
Party search results
Harmmaock, Frank T.
[ |
Select name fram list | Create new pary
Figure 13
L 4 Highlight the name and click on [Select name from list].

USBC - Southern District of Ohio
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STEP 14 The SEARCH RESULTS screen appears next with this party’s
data and address as it is recorded in the database from the
bankruptcy case. (See Figure 14.)

z 1
UE F Bankruptcy «  Adversary ¢ Query + Reports + LUtilities + Logout o_

Party Information
[Frank T. Hammock SS8N:123.23-3548
Office | Address 1 [3467 Wayward Lane, Apt 3B
Address2 | Address3 |
City [San antomio State [t=  Zp [wmsse
County [Feashies =] Country |
Phome | T
E-mail |
ProSe [no =] Role [Dsfendant (dfi:pty) =l
Party text |
Submit | | Cancel | Clear |
Figure 14
L 4 Follow your court’s procedures for addresses for defendants. You

must select the Party Role by clicking on the ¥ down arrow for
the Role field. Highlight Defendant and click on [Submit]. The
defendant’s attorney information will be added at a later time.

L 4 The Party Search screen will reappear. Since the bankruptcy
case we are using is a joint case, we would complete steps 12-14
again for the other party (Carol A. Hammock in this case). When
all parties have been entered, click on [End Party Selection].

STEP 15 The ADVERSARY STATISTICAL screen appears.
(See Figure 15a).

= c Sy
UE F Bankruptcy +  Adversary + Query + Reports + Utlities « Logout ?

Open Adversary Case

Party code |ENVESIGISIENRENY]

Nature of suit IAZA (Obj/Revocation Discharge 727) j

Origin |1 Qriginal Proceeding =l

Transfer date I

Rule 23 (class action) |n =

Jury demand |Mone 'I
Demand ($000) I

Next Clear

Figure 15a

USBC - Southern District of Ohio September 30, 2003
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NOTE:

Unless the US is a plaintiff or defendant in your case, accept the
default US not a Party as shown in Figure 15b.

a5 not a Party j

1 LS. is a Plaintiff

2 U5 15 a Defendant
53 US not g Party
Figure 15b

For our exercise select 454 (Recover Money/Property) as the
Nature of Suit of the complaint from the list below (See Figure
15¢.).

424 (ObjfRevocation Discharge 727 ;I

424 (Obj/Revocation Discharge 727
A26 (Dischargeability 523)

434 (Injunctive Relief)

435 alidity/Priority/Extent Lien
e (Hecover WMoney/Froperty]
455 (Revake Plan Confirmation)
456 (Declaratory Judgment)

457 (Subordinate Claimdnterest)
458 (Approval For Sale)

A58 (Application For Remowval)
498 (Other Actian)

Figure 15¢

Only one suit can be selected during the opening of an adversary
case.

Multiple suits will be handled according to the direction of your
court.

If there are multiple suits and one is a 727 Objection to Discharge,
it is important to enter 424 as the Nature of Suite here.

The Origin code defaults to original proceeding. (See Figure 15d.)
Accept the default. Other values are:

w

1 Criginal Praceeding

1 Original Proceeding
2 Removed From State
4 Reinstated/Reopened
& Other District Trans In

Figure 15d

eed

USBC - Southern District of Ohio
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CM/ECF Attorney

L 4 The default in the Rule 23 (Class Action) box is n. Change the
default to y only if this is a Class Action suit.

L 4 The default in the Jury Demand box is n (None). (See Figure 15e.)

Mane ;I
Defendant
Mone
Plaintiff
Figure 15e

L 4 For our case we will leave the default of None.

L 4 Dollar Demand. If there is a dollar demand, enter the amount in
thousands to the nearest thousand. For example, if the Dollar
Demand is $4550, $5,000, or $5499, you would enter 5 for $5000,
leaving off the 000. Since our Nature of Suit is Recover
Money/Property we will enter 29 for $29,000.00.

L 4 Verify the data on your screen and then click [Next].

STEP 16 The PDF DOCUMENT SELECTION screen displays. (See Figure
16a.)
Open Adversary Case
Select the pdf document (for example: CA139cy501-21.pdf)
Filename
| Browse...
Attachments to Docurent: # Mo © Ves
Figure 16a
L 2 To associate the imaged document with this entry, select the PDF

filename of the complaint you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where

USBC - Southern District of Ohio
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the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 16b.)

Look in: |3 PDF Files =l o+ = ek E-
@Zﬂlargest.pdf EBNC_SMNtc.de EExhibit.pc
T aFfidavit, pdf Tl certsve POF T Hearingmt
Higtomy '@F\mended Schedules, pdf '@ClaimForm.de '@Inventory
- T ANSWER , pof P Inwalunka
@ '@F\pplication - Filing Fees.pdf '@Cop\, A i IEjointmotio
D op '@F\pplication for Compensation. pdf '@Cop\, m IEList of all
d"’ﬁ '@F\pplication ta Employ . pdf I@CP‘.EI Prink '@Martin.pd
@F\pplication.pdf Dani 3 - Merna in 5
My Documents T apptsuce. POF Tloec. Ocan :\:thlruses. - . Tmation ty
'@appttr.PDF '@DDCL QE::Z \-'inlaw Plus '@Motion to
—— '@BNC COrder of Dischg,pdf '@Exhll cuick Frint '@Motlon ko
i | | o5 WinZip 3 |
File name: ICompIaint.pdf Send To Y
Filzs of e [airFiles =71 Qe Cancel |
Copy 5
Figure 16b
. This will launch the Adobe Acrobat Reader to display the

contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.
(See Figure 16c.)

File Upload 2=l
Look in: I 3] PDF Files LI L =5 ER-

Ezﬂlargest.pdf EBNC_S‘IthE.de EExhibit.pc
" aFridavit, pdf T Certswe. FOF T Hearinght
amended Schedules, pdf @Claimform.pdf Inventory
EP\NSWER.DCIF Comnplaint., pdf Elnvolunta
Enpplicatlon - Filing Fees.pdf ECDDV of Application to Employ . pdf E]olntmotlo
application For Compensation, pdf Zopy of Martin.pdf List of all
" application to Employ. pdf T cREDDISK. POF T Martin.pd
@npplication.pdf EDaniels_Dale_VPCh?.pdf EMemn ins
apptsucc. PDF EDeclaratiDn.de EMntinn ML
@appttr.PDF @Document.PDF ﬁMotion ko
"lBMC Order of Dischg.pdf T Exhibit 4 - val Petition. pdf T mMation to
JEN I —— 2]
File name: ICDmpIaint.pdf ;I Open I
Files of type: | &0l Files [%.7) =1 Cancel |

=

Figure 16¢c
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L 4 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 16d.).

Open Adversary Case

Select the pdf document (For example: C1198cv501-21pdf)

Filename

IC:\Data\From 0 on Lynx\PDF Files\Co  Browse.. |

Attachments to Document: @ No © Tes

Figure 16d

L 2 There will be no attachments in this exercise. Attachments will be
covered in another lesson. Therefore, leave the radio button

indicating No.

L 4 Click [Next] to continue.

STEP 17 The FILING FEE screen will display prompts for fee and receipt
information. (See Figure 17.)

[ EE

Open Adversary Case

Adversary + Ouery + Reports -« Utilities -+ Logout

Bankruptcy

COURT USERS ONLY: If this is a 727 Objection to Discharge, Set 7270BJ Flag Next.

If Paymg by credit card select NEXT to continue filmg, credit card verified at conclusion of docket entry Ti]
is exempt under 28 USC Section 1930, type EXEMPT in Receipt field and select NEXT to continue filimg.
Otherwise, leave the receipt field blank and press NEXT button

Receipt # | Fee: $150

M Clear
Figure 17

NOTE: You may see a displayed message such as the one in
figure 17 for COURT USERS ONLY: Disregard this

message.

USBC - Southern District of Ohio September 30, 2003
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If the filing fee is exempted or deferred enter the word EXEMPT
into the receipt number prompt box. Otherwise, leave this box

blank.

The Fee Amount defaults to the amount of the complaint filing fee,
$150.00.

Click [Next] to continue.

The following screen may appear. (See Figure 18.) Click [Next].

Figure 18

The FINAL DOCKET TEXT screen displays. (See Figure 19.)

Open Adversary Case

Docket Text: Final Text
454 (Recover Money/Property): Complaint by Household Financial Services against
Frank G. Hammock, Carol A. Hammock. Receipt Number CC, Fee Amount $150

(Walker, Heather)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Figure 19

Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click

[Next].

If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

USBC - Southern District of Ohio

September 30, 2003
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NOTE:

NOTE:

STEP 19

When an adversary case is opened, the complaint information
is spread over to the main bankruptcy case. (The case
number does not appear in the docket text.)

When the judgment is rendered, the ruling will also spread
over to the main bankruptcy case.

To abort or restart the transaction at any time up until the final
docket text screen, click the Adversary hyperlink on the Menu
Bar.

The NOTICE OF ELECTRONIC FILING screen appears.
(See Figure 20a.)

EECF Bankruptcy -  Adversary - Query o Reports

Open Adversary Case 2
T7.8. Bankruptey Court
Systems Deployment and Support Division
[Notice of Electronic Filing

The following transaction was received from Walker, Heather entered on 9/6/2002 at 2:33 PM CDT and filed on 9/6/2002
Case IName: Househeld Financial Services v Hammock et al

Case Number: 1.02-ap-1004

Document Number: 1

Case Name: Frank G. Hammeck and Carcl A Hammock

Case Number: 1.02-bk-10069

Document Number: 12

[Docket Text:
454 (Recover MonewProperty): Complaint by Household Financial Services against Frank G. Hammock, Carol A Hammock.
[Receipt Mumber CC, Fee Amount $150 (Walkcer, Heather)

(The following document(s) are associated with this transaction:

[Document description: Iain Document

Original filename: O\ECF_Students\PDF Files\Complaint pdf

[Electronic document Stamp:

[STAMP bkecfStamp ID=981735245 [Date=%/6/2002] [FileNumber=7643-0] [6c
Be249e2c6620038ac8223a26024f21274 5420816 9feab 0aab 1ad68848ecead0calece
fdcade691a037ec24db 5d32ef9d2 7l e dBft df3 Tedfe d9dB06029c]]

[Document description: Iain Document

Original filename: O\ECF_Students\PDF Files\Complaint pdf

[Electronic document Stamp:

[STAMP bkecfStamp ID=981735245 [Date=9/6/2002] [FileNumber=7644-1] [44
8a52c528341d51500bd9 1eefbOb36a74cc63cad58551a0a27c98de 11628002abeBeT6
cafll425d0fd3 939 1069526 dbbBde22ce 896 Sacc 25884 584 120c6]]

1:02-ap-1004 Notice will be electronically mailed to:
[Heather T Walker  walkerh(@atty net

1:02-ap-1004 Notice will not he electronically mailed to:
1:02-bk-10069 Notice will be electronically mailed to:
[William W Thormpsen  wwihompson@trustes net,
George T Walker — glwalker(@atty net

[Heather J. Walker  walkerh@atty net

Figure 20a

USBC - Southern District of Ohio
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L 4

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.

The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.
Clicking on either of these links will bring up the PACER login
screen. (See Figure 20c). The case number of both this
adversary and the lead bankruptcy case appear. This
indicates that this complaint entry has spread to the bankruptcy
case and will be available to anyone reviewing the Bankruptcy
Docket report. The hyperlink to the imaged PDF complaint is also
accessible from the bankruptcy case.

EECF Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout
PACER Login

Notice
This is 1 Resiricted Weh Site for Official Court Business only. Unauthorized entry is prohibited sulyect to
prosecution under Title 12 of the .3, Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing rapabilities. If wou do not need filing capabilities, enter
your PACER login and password. If you do not have a PACER login, contact the PACER Service Center to
establish an account. You may register online at hitppacerpscuscourts gov or call the PACER Service Center
at, (3000) 676-6256 or (210) 301-6440

A access fee of $.07 per page, as approved by the Tudicial Conference of the United States at its September
1998 session, will be assessed for access to this service. All inguiries will be charged to your PACER login that
is kept on file. If you do not need filing capahilities, enter your PACER login and password. The Client code is

provided to the PACER user as a means of tracking transactions by client. This code can be up to thirty two
alpharmmetic characters long.

Authentication

Login: I
Password I

Client code I

" Wake this my default PACER login

Login | Reset |

Figure 20c

To print a copy of this notice, click the browser [Print] icon.
To save a copy of this notice, click [File] on the browser menu

Trustee and Attorney users will have access to the Notice of
Electronic Filing at the time of their filing. Subsequent access to
any Query or Report programs must go through the PACER
system. (See Figure 20c.)

USBC - Southern District of Ohio

September 30, 2003
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L 4 Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. (See Figure 20b.) Clicking on this bullet will display a
copy of this notice. Attorney users will be presented with a PACER
login screen first.

Filing Date | # Docket Text

09/06/2002 | @1 | 454 (Recover Money/Property): Complamt by Household Financial Services agamst Frank G.
Harnmock, Carol A, Hammock. Receipt Mumber CC, Fee Amount $150 (Walker, Heather)
{Entered: 08/06/2002)

Figure 20b

L 4 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

***NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.

USBC - Southern District of Ohio September 30, 2003
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Submission of Summons
for Court Issuance

After an Adversary Proceeding has been opened, you will need to prepare a
Summons for each defendant listed in the complaint. A blank summons form is
available from the Clerk’s Office or in the Forms section of the Court’s website. A
prepared summons may be submitted to the Court for the Court to issue
electronically.

STEP 1

STEP 2

Click on the Adversary hyperlink on the CM/ECF Main Menu. (See
Figure 1)

)
EECF Bankruptcy + Adversary + Query + Reports « Utilities + Logout ?

Figure 1

Click the Complaint & Summons hyperlink on the Adversary Events
screen. (See Figure 2)

| Bankruptcy Adversary

Adversary Events

Answers. .

Appeal

Clomplaint & Sumimons
Mlotions

Hotices

Cipen AP Case

Other

Figure 2

USBC - Southern District of Ohio September 21, 2003
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STEP 3 The Case Number screen displays the last case number used in this
CM/ECF session. If this is the correct case, accept it by clicking
[Next]. Otherwise, enter the correct case numberin YY-NNNN format
and click [Next]. (See Figure 3)

EE F Bankruptcy Adversary

Complaint/Summons

Case Number

|D3 —-5014 99-14345, 1:99-bk-12345 or 1-99-hk-12345

Mext Clear

Figure 3

STEP 4 Select the Unissued Summons event from the Event Selection
screen. (See Figure 4)

EE F Bankruptcy

Complaint/Summons

Adversary

2053-ap-05014 Sears v. Easter et al

Counterclaim -
Crossclaim

Motice of Removal

Registration of Fareign Judgment
Summons Service Executed
Summonsg Service Unexecuted
Third-Party Complaint
Inissued Summons

Mext Clear

Figure 4

USBC - Southern District of Ohio September 21, 2003
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®  Click [Next].

STEP 5 The PDF Document Selection screen will display. (See Figure 5)

| EE F Bankruptcy Adversary

Complaint/Summeons:
3:03-ap-05014 Sears v. Easter et al

Zelect the pdf document (for example: CA19%cw501-21 pdf).

Filename

| Browse...

Attachments to Document: * No ¢ Yes

Mext Clear

Figure 5

L 4 Click [Browse], then navigate to the directory where the appropriate
PDF file is located.

. To make certain you are about to associate the correct PDF
file for this entry, right click on the file name with your mouse
and select Open. (See Figure 5a.)

¥ Starter Database Area - Netscape

File Edit View Go Communicator Help

4 ¢ A D . o m S 4 @ @ |
Back  Fowad  Reload  Home  Seach  Melscape ik Secuiy  Shop Stop

j w# " Bookmarks A Location:]hups:fxbkvz.amx.ao dencai-bin/login pl?753561 0620992932-L_916_0-1 =l
¥ trainer atrainPACER atrain astudent] bhy2 CH/ECF INTERMAL €] CMECF RESOURCE RealPlayer

:
EEC e 2 igout y

llo_)

Look in: |5 POF Files [ O o s
File a Motion: (| z0largest. o FBNC_341Mte pdf T Exhibit.pc
02-1006% Frank 1 B Affidavit, pf B\ certsve POF TlHearinalut
Bnmended Schedules, pdf gclaimform‘pdf ﬂlnventory
(] A wWER. pdf | Complaint ndf Tlirvoalunta
T application - Filing Fees, pdf [|Copy of Application to Employ.pdf T inintmatio
Select gCopy of Martin.pdf ﬂL\st of all
Select the pdf doc [Tl Applicati T CREDDISK, PDF TMartin.pd
. ] applicati W F|Daniels_Dale_vPCh7 . pdf TlMemain s
Filename Flapptsuce  Prink | Declaration.pdf | Motion M
li ﬂappttr.P aDocument.PDF ﬂMutmn to
Flenc ord oo For Viuses.. KRR ik 4 - val Patition. pof TMation to
Attachments to D Open With b
4] Quick Yigw Flus |
Quick Print
File name: o) winzip » pensation.pdf j Open I
Mext Clear | Files o P&l Send To » =l Cancel

2

Figure 5a
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. This will launch the Adobe Acrobat Reader which will display
the contents of the imaged document. Verify that the
document is correct.

. Close the Adobe application if that is the correct file, click
[Open] on the FILE UPLOAD dialogue box. (See Figure 5b.)

Laok in: [ =3 PDF Files = « &k B3~
ﬁ:?ulargest.pdf EBNC_SMNtc.de EExhibit.pc
T Ak Fidarvit, pof T certsve, POF T Hearingtit
EAmended Schedules. pdf @CIaimform.de ﬂlnventory
ﬂANSWER.de ECDmplaint.de @Involunta
'E.ﬂ.pplication - Filing Fees.pdf '@Copy of Application to Employ. pdf '@jointmotio

‘spplication for Compensation. pdf '@Copy of Martin.pdf ﬁLiSt of Al
"] 4pplication ta Emplay . pdF T CREDDISK.PDF "B artin.pd
Enpplication.pdl’ '@Daniels_Dale_\-‘PCh?.de '@Memo ins
ﬁapptsucc.PDF ﬁDeclaration.de '@Motion T
ﬂappttr.PDF @Document.PDF @Motion s}
TEIBNC Order of Dischg.pdf TJExhibit & - Yol Petition. pdF T Motion ko
N I3

File name: IAppIication for Compenzation. pdf j Open I
Filez af type: IAII Filez [*.%) ;I Cancel |

P

by Metwork P...

Figure 5b

L 4 The PDF DOCUMENT SELECTION screen will now show the
pathway to the PDF file. (See Figure 5c)

EE F Bankruptcy Adversary

Complaint/Summons:
203-ap-05014 Sears v. Easter et al

Select the pdf document (for exxample: CA199cw501-21 pdf).

Filename

|H:‘\.ECF Training' Training PDFs\hi50a | Browse...

Attachments to Document: * Mo ¢ Tes

Mgt Clear

Figure 5¢

&  Click [Next].

USBC - Southern District of Ohio September 21, 2003
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CM/ECF Attorney
STEP 6 You will now be prompted to enter the name of the defendant listed on
the summons. (See Figure 6)
i Bankruptc Advers:
O ptcy versary +  Query
Complaint/Summons:
203-ap-05014 Sears v. Easter et al
The Issued Summons will be returned to you for service via a Notice of Electronic Filing.
Enter the name of the defendant tsted on the smmnons:|HiChaEl Easter
Mext Clear
Figure 6
L 2 Enter the name of the defendant listed on the summons.
®  Click [Next].
STEP 7 The Final Docket Text screen will now be presented. (See Figure 7)

| EEC F Bankruptcy Adversary . Query . Reports

Complaint/Summons:
303-ap-05014 Sears v. Easter et al

Docket Text: Final Text
Submission of Swnmons for Cowrt Issuance. Re: Defendant Michael Easter. (Attormey, )

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this

submission if vou contmue.

Clear

Figure 7

USBC - Southern District of Ohio September 21, 2003
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L 4 Verify the final docket text. Read the Attention!! Message and
proceed.

L 4 If correct, click [Next].

STEP 8 The Notice of Electronic Filing will be generated and displayed.

The Court will review the submitted summons and issue the same.
When completed, the summons will be returned to you via a Notice of
Electronic Filing. Once you have received the Notice of Electronic
Filing, click on the document number hyperlink to open the issued
summons. The summons may now be printed out and served.

Once the summons has been served a Certificate of Service should
be filed using the Summons Service Executed docketing event.

USBC - Southern District of Ohio September 21, 2003
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Answer to Complaint
For Attorneys

This process shows the steps and screens required for an attorney to electronically file
the answer to a complaint in an adversary case. For this lesson, we’ll assume that you
are logged in to the CM/ECF system as the attorney George T. Walker.

STEP 1 Click on the Adversary hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

EECF Bankruptcy +  Adversary s Query + Reports + Utiities + Logout

Figure 1

STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)

z %
UECF Bankruptcy «  Adversary + Query + Reports « Utiities + Logout ?

Adversary Events

Answers...

Complaint & Sumnmons
Motions

Notices

Open AP Case

Figure 2

L 4 Click on the Answers... hyperlink.

USBC - Southern District of Ohio September 11, 2002
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STEP 3 The next screen lists two menu selections for Answers.
(See Figure 3.)

R
Bankruptcy  +  Adversary + Query + Reports « Utilities + Logout o_
al

Mlotion/Application
Cotmnplant, 3rd, cross, counter

Figure 3

Motions/Applications, refers to documents filed in response to a
motion or application, such as an objection, reply or response.

Complaint, 3rd, cross, counter refers to documents which are
answers to a complaint, third-party complaint, cross-claim, or
counterclaim.

L 4 For this lesson, we are docketing the answer to the original
complaint, so click on Complaint, 3rd, cross, counter.

NOTE: Third-party complaint, cross-claim, and counterclaims are
covered later in this event.

STEP 4 The CASE NUMBER screen displays (See Figure 4). The system
will display the number of the last case you accessed in this
session.

Answer a Complaint

Case Number

02-1004 00-12345, 1:00-bk-12345 or 1-99-bk-12345
Mext Clear |

Figure 4

L 4 If the displayed case number is the case number you want, just
leave it entered. If it isn’t, enter the desired case number in the
format YY-NNNN.

®  Click [Next].

USBC - Southern District of Ohio September 11, 2002
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STEP 5

STEP 6

The system will then display a screen to verify the event and case
you are docketing. (See Figure 5.)

Z C )
UE F Bankruptcy + Adversary + Query + Reports -+ Utilities -+ Logout ?

Answer a Complaint

02-01004 Household Financial Services v. Hammock et al ™ Joint filing with other attorney(s).

Mext | Clear |

Figure 5

If you are filing this answer jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

If the information is correct, click [Next].

The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)

Answer a Complaint

Select the Party:

F| Har [Died
Househaold Financial Services [Plaintiff]

Mext | Clear

Figure 6

Click on the defendant(s) for whom this answer is being filed, then
click [Next].

USBC - Southern District of Ohio

September 11, 2002
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STEP 7 The PARTY/ATTORNEY ASSOCIATION screen displays.

(See Figure 7.)

Answer a Complaint

The fellowing attorneyparty associations do not exist for this case.
Please check which associations should be created for this case

V¥ Hammock, Carol(pty:dff) represented by Walker, George (aty)

¥ Hammock, Frank(pty.df) represented by Walker, George (aty}

MI Clear |

Figure 7

Although you have selected the party whom you are representing,
the system doesn’t automatically make that association.
Therefore, you must click in the check box to create this link.
Click in the check box, then click [Next].

STEP 8 The Complaint screen displays next. (See Figure 8.)

Answer a Complaint

Include Date #

Docket Text

0%/06/2002 1 434 (Recover Money/Propetty): Complaint by Household Financial Setvices

against Frank G. Haramock, Carol & Hammock. Receipt Mumber CC, Fee
Amount $150 (Walker, Heather)

Figure 8

This screen shows the complaint (and possibly other related
events) in the case. It allows you to link the answer to the
complaint. Click in the check box to link the appropriate
complaint, then click [Next].

USBC - Southern District of Ohio September 11, 2002
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STEP 9

The PDF DOCUMENT screen will then be presented.

(See Figure 9a.)

SECF

Bankruptcy Adversary

Answer a Complaint

Select the pdf document (for example: CA15%cw501-21 pdf)

Filename

| Browse... |

Attachments to Document: & Mo © Yes

¢+ Query =+

Reports + Utilities + Logout

Figure 9a

To associate the imaged document with this entry:

Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 9b.)

2]
Look in: | £ PDF Files x| + =F BE-

ED2_IDD?3_MtDDismiss.de EBNC Crder of Dischag, pdf EExhibit A
zolargest. pdf | BMC_34 1 Mke. pdf T Exchibit.pc

T aFFid it pdf T CertSve POF T Hearingtat
Amended Schedules, pdf '@Claimform.pdl’ Inventory

mect Complaink, pdf IEln\.ﬂolunta

IE.ﬁtpplic Copy of Application ko Employ, pdf IEjointmotin

IE.ﬁtpplic m Copy of Martin.pdf List of all

Tapplic  Print CREDDISK.POF T Martin.pd
Applic Scan For Wiruses. .. Daniels_Dale_wPCh7.pdf Memo in s

IEapptsn Declaration, pdf '@Motion ML

Tappttr  Make Available Offline Dacument. POF T Maticn to

Open With
LI_ Cuick VWiew Plus _'I
. Quick. Prink I_I
- a]
File name ) Winzip _I pen
i - [ |
Files o1 o 1o F| e
Figure 9b
. This will launch the Adobe Acrobat Reader to display the

contents of the imaged document. Verify that the

document is correct.

USBC - Southern District of Ohio
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. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.
(See Figure 9c¢.)

20
Look in: | 3l POF Files = = cF EF-
ED2_IDD?3_Mt0Dismiss.de EBNC Crder of Dischig, pdf EExhibit A
" 20largest. pdf TEJBNC_341Mtc.pdf T Exhibit.pc
" affidavit. pdf T Certsve FOF T Hearingnt
Eclaimform.pdl’ I@In\.-'entn:ur\;\-
EComplaint.de '@Involunta
IE.\?\q:q:ulication - Filing Fees.pdf ECopy of Application to Employ., pdf I@jointmc\tio
IE.\?\q:q:ulication For Compensation, pdf ECopy af Martin. pdf I@List of all
" Application ta Emplay. pdF T CRECDISK.POF T Martin.pd
Enpplication.pdl’ EDaniels_Dale_\-‘PCh?.de '@Memo ins
appksucc.PDF ﬁDeclaration.de I@Motinn L
IEappttr.PDF ﬁDocument.PDF I@Motinn ko
KN i
File name: |BMNSWER. pe =] open |
Files of type: | &0 Files =.7) = Cancel |
i
Figure 9¢
. The system will enter the path and name of the PDF
document selected into the Filename field. See (Figure
9d.)

Answer a Complaint

Select the pdf document (for example: CA199cw501-21 pdf).
Filename

|0: YECF_Students) PDF Files) ANSUER.pd Browse... |

Attachments to Document: & Mo © Ves

Figure 9d

Click [Next].

USBC - Southern District of Ohio September 11, 2002
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STEP 10

NOTE:

STEP 11

The next screen provides secondary complaints to be addressed.
(See Figure 10.) This screen provides the option of combining the
answer with another claim.

Answer a Complaint

™ Does

third-party complaint? {If ves, click on the box)
[” Does this filing include a cross-claim 7 (If yes, click on the box)

[™ Does this filing include a counterclaim 7 (If yes, click on the box)

Figure 10

Indicate whether this answer includes a third-party complaint, a
cross-claim, and/or a counterclaim by checking the appropriate
box(es), then click [Next] to continue.

If this answer contains no other claims, leave the check boxes
unchecked and click [Next] to continue.

If you check one of the check boxes, the system will lead
you through entering the information regarding the new
claimant.

The FINAL TEXT EDITING screen displays. (See Figure 11.)

Answer a Complaint

Docket Text: Modify as Appropriate.

I -] usver to Complaint | Filed by Caral A.
Hammock , Frank . Hammock . (Walker, George)

Figure 11

Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

USBC - Southern District of Ohio

September 11, 2002
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2 To abort or restart the transaction, click on the Adversary
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.
2 If appropriate, select a prefix from the drop-down box and/or add
text to the entry. Any text added here will appear in italics on the
docket sheet. When the docket text is correct, click [Next] to
continue.
STEP 12 The FINAL DOCKET TEXT screen displays. (See Figure 12.)
Answer a Complaint
Docket Text: Final Text
Answer to Complaint Filed by Carol A. Hammock, Frank G. Hammock. (Walker, George)
Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.
Figure 12
* Read the Attention!! message. If you are ready to submit this

transaction click [Next].

USBC - Southern District of Ohio
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STEP 13

The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 13.)

s C
E F Bankruptcy + Adversary + Query + Reports « Utilities + Logout

Answer a Complaint

T.8. Bankruptcy Court
Systems Deployment and Support Division
Notice of Electronic Filing

The tollowmng transaction was recerved from Walker, George T. entered on 9/11/2002 at 3:31 P CDT and filed on 5/11/2002
Case Name: Household Financial Services v, Hammock et al

Case Number: 1.02-ap-1004

Document Number: 3

Docket Text:
Angwer to Complaint Filed by Carol 4 Hammock, Frank G. Hammock. (Waller, George)

The following document(s) are associated with this transaction:

Document description: Meam Document

Original filename: O/ECF_Students\FDF Files\ AN ZWEER. pddf

Flectronic document Stamp:

[STAMP bkecfStamp_ID=981735245 [Date=%11/2002] [FileMumber=7710-0] [7
1d0b02E50bde705c%e2c2 1276449709503 fcdcTa34 3ab34 dbiB8c 5l 1 3eedal325
B2354512203a466 483 dbbaad4 811132488225k 26fc2 d44 154(710]]
1:02-ap-1004 Notice will he electronically mailed to:

George T. Walker  pgtwalker@atty net

Heather I Walker  walkerh@atty.net

Figure 13

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’'s database. It certifies that
the answer has been submitted by the defendant(s).

Clicking on the case number hyperlink, 1:02-ap-1004 (the case
number may also appear as YY-NNNN as in 02-1004) will display
the PACER login screen. After logging into PACER, the docket
report screen will appear.

Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

To print a copy of this notice, click the browser [Print] icon or
button.

To save a copy of this receipt, click File on the browser menu bar
and select Save Frame As.

USBC - Southern District of Ohio
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CM/ECF
QUERIES

The CM/ECF Queries functions allows court users, as well as external users, to
search for and obtain information about a case ranging from names and addresses
of parties to docket reports and calendar information. External users must have a
PACER account to access case information through Queries. PACER fees will
apply as appropriate.

The Queries category function in CM/ECF is composed of screens and prompts
which are designed to be user-friendly. Queries has its own section in CM/ECF and
all of the available queries functions can be accessed by first clicking on the queries
link in the CM/ECF application bar. (See Figure 1)

: .‘
UECF Bankruptcy +« Adversary + Query + Reports « Ufilities + Logout ?

Figure 1

The PACER login screen will be displayed. (See Figure 2)

An access fee of §.07 per page, as approved by the Tudicial Conference of the United States at its September
1998 sessior, will be assessed for access to this service. All inguities will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, enter wour PACER login and password. The Client code is
provided to the PACER user as a means of tracking transactions by client. Thiz code can be up to thirty two
alphatnimetic characters long.

Authentication

Lagin: |

Password:

client cada: |

Login Clear

Figure 2
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Then, enter the case number or name search clues to pull up the case being
queried. (See Figure 3)

EE F Bankruptcy « Adversary + Query -+ Reports

Query
Search Clues
Case Number | (Example: 99-80013)
Last Mame | {Examples: Desoto, Des™)
First Mame | hiddle Mame |
SSN Tax ID |
Type =
Fun Query | Clear |
Figure 3
NOTE: If there are multiple case matches, you will need to select the correct
name and/or case before the queries screen will display. (See Figure
3a & 3b)

+ Adversary + Query + Repor

Select A Person

There were &6 matching persons. Bankruptcy + Adversary + Query + Reports « Utilities

Select A Case

Easter, Betty (ptr)
Easter, Bubba (pty)

This person is a party in 2 cases.

Easter, George I [pty) 3.03-2p-03032 Spaeth v. Easter filed 10/03/03
Easter, Joe (pty)

303-blk-30194 George M Easter and Eetty Easter filed 10/01/03

Easter, MWichael  (pty)

Easter, Rebecca  (pty) Figure 3b

Figure 3a
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4 This screen will appear each time you request a report or query within
PACER.

L 4 After you enter your PACER login and password (and a client code,
if desired) click on [Login].

The Queries screen will then be displayed. (See Figure 4)

EE F Bankruptcy « Adversary « Query -«

3:03-bk-30194 George I Easter and T
Case type: bl Chapter: 7 Asset: No Vol: v Judg
Date filed: 10/01/2003 Date of last filing

Query

Alas Trustee
Asgsociated Cases

Attorney

Case Sutnmary
Credior
Deadline/=chedule
Doclket Eeport .
Filers
HistoryDocuments
Hotice of Bankruptey Case Filing
Party

Eelated Transactions
Status

Figure 4

The various options available through the Queries category are as follows:

Aliases: This function will allow the user to view all aliases listed for the parties in
the case.

Associated Cases: \When using the query option, all cases and proceedings related
to the selected case will be displayed. BY clicking on the case number of any listed
case, the user will be able to view the docket sheet for the related case (e.g.,
adversary proceeding, consolidated case).

USBC - Southern District of Ohio November 4, 2003
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Attorneys: This function displays attorney name and address information for each
party in the case, and also displays the date the attorney appeared in the case and
the party’s full name and address.

Case Summary: The Case Summary option provides a one-screen overview of
some of the basic information from the case record, including Trustee information,
statistical information, case status, and the disposition of the case.

Creditors: The Creditors option will display a single-column list of all creditors
associated with the case.

Deadlines/Hearings: This function will allow the user to run a listing of all deadlines
that have been set in a selected case. The table will list the following information:
the name of the deadline, what document number is associated with the deadline,
the date the deadline was entered into the computer, the date for which the deadline
is/was set, and the date satisfied or terminated, if applicable.

Docket Report: When using this function, the user will be taken to the Docket
Report selection screen, and after selecting the appropriate criteria, the docket
sheet will display. This is only one way in which to access the docket report; the
report can also be produced by clicking on the case number hyperlink on any screen
on which it is displayed.

Filers: The Filers function will list all parties in a case who have filed documents.
By clicking on a name listed on the screen, the user can see a listing of all
documents filed by that party.

History/Documents: This option will produce the docket history for the case. Unlike
the docket report, this can be modified to run for a selection of dates, although an
option for only events with documents attached is available.

Notice of Bankruptcy Case Filing: The Notice of Bankruptcy Case Filing is the
proof of the filing of the case. It includes the date and the time the case was filed,
a list of recipients who received notice electronically, and the Court seal.

Parties: Selecting this option will list parties associated with the case.

Related Transactions: The Related Transactions report will sort all events in this
case according to their linkage. For example, a motion and objection will be
grouped together even if they were filed a month apart because they are related to
each other.

Status: When selecting this function, the user will be able to view the current status
of the case.

USBC - Southern District of Ohio November 4, 2003
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Trustee: By clicking on the Trustee option, the name and address of the current
Trustee will be displayed, along with the date on which he or she was assigned.

USBC - Southern District of Ohio November 4, 2003
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Cases Report
For Trustees and Attorneys

This lesson describes the Cases Report and how it can be generated. The Cases report
presents information from the court’s database with a variety of selection criteria for case
management and tracking.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the
other for PACER access to queries and reports.

This module will assume that the internet user has accessed the
court’s web site with their court assigned CM/ECF login and password.

STEP 1 Click on the Reports hyperlink on the CM/ECF Main Menu
(See Figure 1.)

R

EECF Bankruptcy + Adversary ¢ CQuery + Reports + Utiities + Logout
Figure 1

STEP 2 The REPORTS screen displays with a list of reports that can be
generated (See Figure 2.)

= 3
UECF Bankruptcy + Adversary + OQuery + Reports + Utiliies + Logout ?

Reports

Cases

Claums Register
Docket Beport
Calendar Events
Crediter 1, Iatri

Figure 2

L 4 Click on the Cases hyperlink.

USBC - Southern District of Ohio September 4, 2002
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STEP 3 The PACER LOGIN screen displays (See Figure 3).
EECF Bankruptcy + Adversary + Query -+ Reports -« Utllities « Logout
PACER Login
Notice

This is a Restricted Weh Site for Official Court Business only. Unauthorized entry is prohibited subject to

prosecution under Title 18 of the U8, Code. All activities and access attempts ate logged.

Instructions
Entet your ECF login and password for electronic filing capabilities. If you do not need filing capabilities, enter
your PACER login end password. If wou do not have a PACER login, contact the PACER Service Center to

establish an account. ¥ou may register online at httpoffpacerpscugcourts. gov or call the PACER Service Center
at (800 676-6856 or (2107 301-6440

An access fee of $.07 per page, as approved by the Judicial Conference of the United States at s September
1992 session, will be assessed for access to this service. All inguities will be charged to your PACER login that
iz kept on file. If you do not need filing capabilities, enter your PACER login and password. The Client code is

provided to the PACER user as ameans of tracking transactions by client. This code can be up to thirty two
alphanumertic characters long.

Authentication

Login: I
Password I

Client code |

T hake this my default PACER login

Login | Reset |
Figure 3

NOTE: The Public Access to Court Electronic Records (PACER) program
provides access to CM/ECF users. Logins and passwords can be issued
by registration with the PACER Service Center. Current PACER logins
and passwords will be accepted by the CM/ECF system. Note the
information that is provided to the user on the screen above.

4 Enter your PACER assigned Login and Password (These fields
are case sensitive).

L 4 Enter the Client Code. This optional field is used for billing by
PACER users. The data will be included in PACER billing reports.

NOTE: If you click in the Make this my default PACER login box,
your login will automatically appear each time you attempt
to access PACER. If you click on the [Reset] button, all
entries will be cleared. To change the client code within a

session, go to Change Client Code under the Utilities
Menu.

4 Click on the [Login] button.

USBC - Southern District of Ohio September 4, 2002
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STEP 4

The CASES REPORT selection screen displays. (See Figure 4.)

(8] uery . eports + ilities . 0gou
z Ri ! Utiliti L t

Cases Report

Office Case Type Chapter
Pleasantville ap 7
Green Valley j bk ;I 9 ;I

Trustee
Carson, Sam
Chapter 11 Trustes, k|

Date Type [Filed Date - Trom [3/2/z00z2 | to [e72/z002
¥/ Open cases [ Party information

[C Closed cases

Sort by [Filed Date =] | =l =l

Run Report C\earl

Figure 4

The following fields are available for selecting/entering criteria for
generating the Cases Report:

. Office — Allows you to specify the divisional office activity
you want cases to be included on the report. The default
is all offices.

. Case Type — The choices are ap - Adversary Proceedings

or bk - Bankruptcy. The default is all cases.

. Chapter — Cases can be selected by Chapter 7, 9, 11, 12,
13, or 304. The default is all chapters.

. Trustee - Allows you to limit case information by trustee.
The default is all trustees

. Date Type — Allows you to specify which date is used
when generating the report. The choices are Filed,
Entered, Discharged, Dismissed, Closed, or Converted.
The default is Filed Date.

. From/To — Enter a beginning and/or ending date. Deafult
dates will vary and will be set by your local court. For one
day’s activity, the dates should be the same in both fields.
Enter dates by MM/DD/YY or MM/DD/YYYY.

. Open cases — You can restrict activity by open or closed
cases. A check mark is defaulted in this box.

. Closed cases — The option to include or exclude closed
cases is available. The default in this box is no Closed
cases.

USBC - Southern District of Ohio
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STEP 5

Party information — Placing a check mark in this box will
allow you to include additional party information along with
each party(s) name (i.e., address, SSN, and TAX ID).

Sort by — Allows you to select up to three sorting order
sequences for the report. The choices are Filed Date,
Entered Date, Case Number, Case Type, Office or
Trustee. The default is Filed Date.

The [Clear] button will reset all fields to their default values.

After entering your criteria, click on the [Run Report] button.

The CASES REPORT displays next. (See Figure 5a.) All reports
can be printed by clicking on the browser’s Print button.

.
EE F Query . Reports . Utilities . Logout o_

Cases Report for 09/04/2002
T.5. Bankruptcy Court
Systems Deployment and Support Division

Case No. Judge
‘ Related Case Info ’EB‘ Party Info ‘ Trustee ‘ Dates ‘ Uther Info
00-10052 bl |11 [Heusehold Finance and IRS  |Anderson | |Fifed- 09/19/2000 |Qffice - Pleasantville
|Assez: No
Fee: Pad
00-10055 bl |11 [Pace Picante Sauces, Inc. Anderson || Filed: 09/20/2000 |Gffice : Pleasantville
ldsset: Mo
\Fee: Paid
00-01032 ap Preumatic Metworks, Inc. v. |Anderson | Filed: 09/21/2000 |Qffice - Pleasantville
Lead BE: 00-1002% Eeed
Sam Redwood
Chapter: 7

00-01033

Chaptar: ]

\Lead BK: 00-10029
Sam Redwood

ap Umversal Mortgage v Villa  |Anderson | Filed: 09/22/2000 |Qffice - Pleasantwille

Figure 5a

The following information will be displayed on the Cases Report:

Case No./Related Case Info — Displays the assigned
case number, chapter, and debtor. Clicking on the case
number hyperlink will allow you to generate a Docket
Report.

If the Case Type is an Adversary Proceeding (ap), the
“Lead” case number appears beneath the adversary case
number hyperlink.

Tp (Type Proceeding) — Displays either ap or bk.

USBC - Southern District of Ohio
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Ch (Chapter) — Displays either 7, 9, 11, 12, 13, or 304.

Party Info — Displays the debtor (and joint debtor)
information for bankruptcy cases. Plaintiff information will
also be displayed for ap cases.

Judge/Trustee — If there is a trustee on a bankruptcy
case, the name appears directly below the judge’s name.

Dates — Date information will include the dates the
proceedings were either Filed, Converted, Dismissed,
Discharged, Closed, or Entered.

Other Info — Other information may include the divisional
office, asset designation, and fee status.

* A Transaction Receipt will be displayed at the end of the report
summarizing the criteria used, the number of cases that were
included, and number of billable pages. (See Figure 5b.)

Open Cases Crly

Total Muher of Cases Reported: 167

PACER Service Center

Transaction Receipt

DA042002 1436
PACER Login a3y | Client Code:
Description: Caoes Filed Ryt
Billble Pages: i Cost: 04

Figure 5b

USBC - Southern District of Ohio
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L 4 Clicking on any of the Case Number hyperlinks will display the
DOCKET SHEET screen, allowing you to enter criteria for
generating the Docket Report. (See Figure 5c.)

=y
EE F Query . Reports . Utilities . Logout ?

Docket Sheet

Case number Ibz—mn?n

@ Filed I
 Entered

Documents to I

¥ Inchide terminated parties

& HTML
© Text

tul

Sort hy |O\dest date first |
Run Report | Clear

Figure 5¢

NOTE: Refer to the DOCKET REPORT module for more information on
the Docket Report.
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Docket Report
For Trustees and Attorneys

This lesson describes the public Docket Report, sometimes called a Docket Sheet, and
how it can be generated.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the
other for PACER access to queries and reports.

This module will assume that the internet user has accessed the
court’s web site with their court assigned CM/ECF login and password.

STEP 1 After you have logged in to CM/ECF, click on the Reports
hyperlink on the CM/ECF Main Menu (See Figure 1).

Figure 1

STEP 2 The REPORTS screen displays, with a list of reports that can be
generated (See Figure 2).

z ol
UECF Bankruptcy +  Adversary + Query + Reports o Utiities + Logout o_

Reports

Cases

Clairns Register
Docket Report
Calendar Events

Creditor Mading Matrix

Figure 2

L 4 Click on the Docket Report hyperlink.

USBC - Southern District of Ohio September 4, 2002
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STEP 3 The PACER LOGIN screen displays (See Figure 3).

EECF Bankruptcy - Adversary e« Query - Reports - Utilities -« Logout
PACER Login

Notice

This is a Restricted Weh Site for Official Court Business only. Unauthorized entry is prohibited subject to
prosecution undet Title 18 of the U3 Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing capabilities, enter
vour PACER login and password. If you do not have a PACER login, contact the PACER Service Center to
establish an account. You may register online at httppacer psc uscourts gov o call the PACER Service Center
at (B00) 676-6856 or (2100 301-6440.

An access fee of .07 per page, as approved by the Judicial Conference of the United States at its September
1998 session, will be assessed for access to this service. All inguiries will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, enter your PACER login and password. The Client code is

provided to the PACER user as ameans of tracking transactions by client. This code can be up to thirty two
alphanumetic charactets long.

Authentication

Login:
Password

Client code: |

[T Make this my default PACER login

M Reset |
Figure 3

NOTE: Access to any CM/ECF queries or reports by non-court users must be
through the Public Access to Court Electronic Records (PACER)
program. If you have not done so already, you must register with the
PACER Service Center to be given a login and password. Note the
information that is provided to users on the screen above.

L 4 Enter your PACER Login and Password. (These fields are case
sensitive).

L 4 Enter the Client Code (optional). This optional field is used for
billing by PACER users. The data will be included in PACER
billing reports.

NOTE: If you click in the Make this my default PACER login box,
your login will automatically appear each time you attempt
to access PACER. If you click on the [Reset] button, all
entries will be cleared.

L 2 Click on the [Login] button.

USBC - Southern District of Ohio September 4, 2002
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STEP 4 The DOCKET REPORT selection screen displays (See Figure 4).

ZEC >
UE F Bankruptcy «  Adversary - Query =« Reports - Utilities < Logout ?

Docket Sheet

Case number |

& Filed I
" Entered

Documents I to

V! Include terminated parties

™ Include links to Motice of Electronic Filing
& HTML
© Text

tul

Sort by |O\dest date first =l

Run Report Clear |

Figure 4

*

The following fields are available for selecting/entering criteria for
generating the Docket Report:

+ Case number — The number of the last case you accessed
during the current CM/ECF session appears automatically.
Type another case number if you want to view the docket
report for a different case. This is a required field.

* Entered/Filed — To limit which entries are shown by date,
select either “Entered” (when the entry was recorded by the
court in CM/ECF) or “Filed” (when the document was filed).

Enter the start and stop date in the format mm/dd/yy or
mm/dd/yyyy.

You can enter a start date with no end date, which will include
all entries from the date specified onward, or you can enter an
end date with no start date, which will include all entries up to
the specified date. If no dates are entered, all entries will be
selected.

*  Documents — To limit entries by document number, enter the
beginning and ending numbers. This feature enables users to
be charged only for the desired data on large cases.

* Include terminated parties — A check mark in this box will
include any parties that have been terminated from the case.
Uncheck the box to show only current parties in the case.

USBC - Southern District of Ohio September 4, 2002
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* Include links to Notice of Electronic Filing - A check mark
in this box will cause the docket sheet to include a “silver ball”
link back to a copy of the Notice of Electronic Filing that was
created when the event was originally filed.

¢ Preferred format:

HTML - Format for Netscape or other ISP (Internet
Service Provider) e-mail service. Hyperlink
provided.

OR

TEXT - Format for cc:Mail, GroupWise, or other
non-ISP e-mail service. Hyperlink will not be
provided.

* Sort by — This selection allows you to sort the entries in the
report by:
Oldest date first
Most recent date first
Document number ascending
Document number descending.

These selections can affect the number of pages displayed and
PACER charges and may be changed if you are interested only in
the most current activity.

L 4 The [Clear] button will reset all fields to their default values.

L 4 After entering your criteria, click on the [Run Report] button.

USBC - Southern District of Ohio September 4, 2002
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STEP 5:

The DOCKET REPORT displays (See Figure 5a):

EE F Bankruptcy +  Adversary + Query +« Reports =+

202 W Laurel Drive
Terrell Hills, T3 78202
SSI 159-85-3874
Debior

Julian Mayfair

Office of the TU.5. Trustee
412 E. Court Street
Mobile, AT 33012
Trustee

Zane Woodring
Woodring, Eraft & Miller
142 E. Milke Street
Boston, MA 02144
520-555-7841

Systems Deployment and Support Division {Pleasantville)

Assigned to: Charles Anderson Date Filed: 08/27/2002
Chapter 7

Woluntary

Ne asset
Annie Hall represented by Henry Herkelmeyer

FeeDueINST

U.5. Bankruptcy Court

Bankruptcy Petition #: 02-10003

Henty Herkelmeyer and Associates
4501 Main Ave

Suite 120

San Antonie, TH 78201
210-555-4141

Fax: 210-555-4242

Email: henryherk@atty.net

NOTE:

U8, Trustee

Filing Date # Docket Text

08/27/2002 1 | Chapter 7 Voluntary Petition . Receipt Mumber cc, Fee Amount 5200 Filed by Annie Hall (Wilson,
Dana) (Entered: 08/27/2002)

08/27/2002 First Meeting of Creditors with 34 1(a) meeting to be held on 10/14/2002 at 0%:00 AM at Room 101
.5, Trustee's Office. Objections for Discharge due by 12/13/2002. (Wilson, Dana) (Entered:
0B/27/2002)

0872772002 2 | Notice of Appearance and Reguest for Iotice by Robin Zenzen Filed by Creditor Design Concepts,
Inc. . {Wilsen, Dana) (Entered: 08/27/2002)

Figure 5a

Any “Case Flags” pertaining to the status of the case will be
displayed at the top-right corner of the report. This particular case
has one (1) flag indicating that Fee Installment Payments are due.

USBC - Southern District of Ohio
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L 4 Clicking on a “blue” document number hyperlink from the docket
report will first display a transaction receipt indicating a billable
amount if the user decides to accept the charges and view the
PDF document. (See Figure 5b).

EE F Bankruptcy  +  Adversary + Query + Reports -« 3 Logout

To accept charges shown below, click on the "View Document' button, otherwise click the 'Back' button on your browser,

| Pacer Service Center

| Transaction Receipt

[ Thu Sep 5 09.26:32 CDT 2002

|Pacer Login: |aﬂDD§5 |C].imlt Code:

[Description: [image1-n [Case Number: [o2-10005
[Billable Pages: [t [Cost: [oo7

Yiew Document

Figure 5b

NOTE: The opportunity to review charges FIRST applies to PDF
documents only.

L 4 If you choose to accept the charges, click on the [View
Document] button to view the associated PDF document and the
selected document will be displayed. (See Figure 5c).

(Official Form 1) (9/97)

FORM B1 United States Bankruptcy Court -
District of. Voluntary Petition
Name of Debtor (if individual, enter Last, First, Middle): Name of Joint Debtor (Spouse} {Last, First, Middie):
All Other Names used by the Debtor in the last 6 years All Other Names used by the Joint Debtor in the last 6 years
(include married, maiden, and trade names): (include married, maiden, and trade names):
Soc. Sec./Tax 1.D. No. (if more than one, state all): Soc. Sec/Tax L.D. No. (if mere than one, state all):

Street Address of Debtor (No. & Street, City, State & Zip Code): Street Address of Joint Debtor (Na. & Street, City, State & Zip Code)]

County of Residence or of the County of Residence or of the
Principal Place of Business: Principal Place of Business:
Mailing Address of Debtor (if different from street address): Mailing Address of Joint Debtor (if different from street address):

Lacation of Principal Assets of Business Debtor
(if different from street address above)

gt Information Regarding the Debtor (Check the Applicable Boxes)gumamms s
any applicable box)

[] Debtor has been domiciled or has had a residence, principal place of business, er principal assets in this District for 180 days immediately
preceding the date of this petition or for 2 longer part of such 180 days than in any other District.

3 Thore is a bankruptoy cace concarning debtor's affiliate, general partncr, or pastnership pending in this District

Type of Debtor (Check all boxes thax apply)

¥ F Chapter or Section of Bankruptcy Code Under Which.
%I Individual(s) E Railroad the Petition Is Filed (Check one box)
Corporation Steckbroker
[ Chapter 7 [ Chagter 11 [ Chaprer 13
% ga:mrsmp [ commedity Broker [ Chapter & [ Chapter 12
e — [ sec. 304 - Case ancillary 1o foreign proceeding
Nature of Debts (Check one box) S
Consumer/Non-Business Business Filing Fee (Check one box)
o = [] Full Filing Fee atached
‘Chapter 11 Small Business (Check all boxes that apply) [ Filing Fee to be paid in i CApplicabls to )
[ Debtor is a small business as defined in 11 US.C. § 101 for the court's
[0 Debior is and elects to be censidered a small business under cestifying that the debtor is unable to pay fee excepl in installments.
11US.C § 1121(e) (Optionaly Rule T006(b). See Official Form No. 3
‘Statistical/Administrative Information (Estimatcs only) THIS ST AGE 13 FOR COURE USE GLY.
[0 Debtor estimates that funds will be available for distribution to unsecured creditors.
[ Dehtar estirfiares that, afier any exempt property Is excluded and administrative cxpenses paid, there will
be no funds available for distribution to unsecured creditors.
Estimated Number of Creditors V15 1699 5098 0G99 200999 toGower
[} O [} (=] [m) a
Estmated Assets
st g0l 00001 SSOR0DI  LODO0OIt  IBOOOMD| m  SS000000L  Mors than
550,000 $100.000 3500000 1 mitton $10 miion SsOmilice  $100 melkon  $100 millien
] ] o [ ] O
Estimazed Debis
S0 S0 §100001@  SS0001 0 S100000tw  $10000001®  550.000.001m  More dhan
ss0.000 100,000 5500.000 Simion 810 milkon milion S100 million $1D0 ritien
[m] O jm] ] jm]

Figure 5c
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* After viewing the PDF document, either click on the [Back] icon of
your internet browser’s tool bar or close Acrobat Reader to return
to the previously displayed screen.

NOTE: DO NOT exit out of your document reader by using the Close
“X” button at the top-right corner of your screen. This will exit
you out of CM/ECF.

4 A separate Transaction Receipt will be displayed at the end of the
docket report indicating the number of billable pages for the
report. (See Figure 5d).

PACER Service Center

Transaction Receipt

| 020572002 02:26:15

IPACER Login: |ao0055 |Client Code:

|Descripﬁnn: |D|:u:1=:et Report |Case Numher: |IZI2-1EIIZIEI§
Billahle Pages: |1 |Cost: 0.07
Figure 5d
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